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Preface 

This preliminary edition of the Handbook of Standard Terminology 
for Reporting and Reco rding IniTortnation Ab out Libraries is provided as 
an interim measure, pending publication of the first edition by the 
U.S. National Center for Edutaticn Statistics (NCtS). NCES wilT. edit 
the Handb6ok prior to publication. This edition, therefore, is unedited 
and intended strictly to serve advance demand. 

♦ 

•^^^ Handbook Was developed by the National Center for Higher 
Educatipn Management Systems (NCHEMS) under contract to the U.S. National 
Center for Education Statistics. It has received broad review from varies 
and numerous sectors. To the degree possible, reco^mmendations and revisions 
provided by this rey.iew were incorporated. Due to the breadth of the audi- 
ence, and the diversity of the library community, concensus (while an ideal) 
is not a possibility. It is our hope that. special interests have been duly 
recognized, and that the Handbook is sufficiently fluid to respect differing 
viewpoints . • 

The framework of information and the data set described in this handbook 
Are intended (1) to provide informed basis for library nianagement and 
planning; (2),. to facilitate information exchange and communications among 
libraries; and (3) to forward a common language and framework for external 
reporting. -The Han dbook is not meant to dictate the manner' in which an 
individual library is organized, not to preestablish a specific data set' i 
appropriate to an individual library. Instead, the Handbook supplies a 
language and structure with which to organize data and concepts about the 
library; and, constructs a* simple formula by which to transmit comparable 
and consistent information about the library. 



The Haif)dbook is a synthesis of significant and diversified efforts 
which preceded; it is, however, not an ^nd-point to this evolutionary 
process. Ther^ remain difficulties in the recording and interpretation 
of information ^bout libraries; additional investigation is required to 
provide solutions. Indeed, changes and refinements to the Handbook will 
be indicated through practical' appl ic^ation. Thus, the Handbook is pur- 
posely flexible to acconinodate the dynamic environment, and the range of 
infohiiation needs, of the library coimiuni ty . It is our bop©- tliat the 
Handbook can provide a x;ornerstone to the future and can address many of 
the critical cha11eng(?s which confront modern-day library management. 
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CHAPTER I 

Introduction 

a: < PURPOSE OF THE HANDBOOK 

The Handbook of Standard Terminology for Reporting and Recor*ding 
Information about Libraries outlines the types of information useful for 
communicating data about library resources and library programs. The 
Hamdbook is intended for managers and data collectors in all sectors and 
at all levels of the library community. The structure of information and 
related terminology are intended to provide a sound basis for management 
and planning; to enhance information exchange; and to facilitate reporting 
to external agencies and organizations. This Handbook vprov ides library 
managers, boards of trustees, and other library decisionmakers with guid- 

V 

ance in identifying items of information from which to obtain factual and 
mparative data for developing policies and decisions; for communications 

\ » 

\ 

with constituencies, legislative bodies, and governing organizations; and 
for fulfilling information requests of external agencies. Ideally, the 




items and use of data elements defined in this Handbook "wl 1 1 enhance the 

\ • • ^ 

comparability and compatibility of data collected for a variety of reasons 
and by a va\riety of organizations; and wijl reduce duplication and, response 
burden associated with these diverse data-collection activities. In th^s 
context, it isy hoped that the terminology and data definitions included 
in this HandbooV will evolve into a standard language for inter- and intra- 
organizational communications. 

A primary pur\^o5e of the structure outlined in this Handbook is tp 
provide an informat\on foundation upon wbich to base decisions on complex 
internal questions and which allows library managers to be responsive to 



the information needs of their constituents and parent organizations. 
Fundawental to the need for data by library administrators is the obli- 
gation to make wel 1-infonned managenient decisions. Such decisonmaking 

r- t 

responsibilities require data for planning and evaluation {of programs 

and policies); public relations and promotion; resource acquisition and 

distribution; budgeting; and accountability, 

A common dffficulty in the interpretation of information is the 

absence of a relative standard by which to assess the library's operations 

and resources. The library, like most nonprofit organizations, does not 

have an overall measure of its success (such as profit) by which to eval- 

uate itself. Instead, the library must depend jjp^on comparative data by 

which to relate its activity with its own historical performance, or that 

of counterparts in other settings. In this context, then, the capability 

to communicate and cpmpare the library's operations and resources is closel 

aligned to the development- of managerial guidelines. In order to implement 

the necessary exchange of information among libraries, several actions 

need to be adopted: a common set of data elenients needs to be collected . 

\ 

at the site{s) with which the library will communicate and compare itself; 
a common terminology using agreed-upon definitions with which to describe 
the library has to be employed; and a standard methodology by which to 
collect and combine the datci must be effected. The Handbook presents a 
guide to the types of information that are important in describing the 
library and that are fundamental to the comparison of operations and re- 
sources^ among libraries. Thus, a secondary purpose of the Handbook is to 
provide the basis for translating data from internal systems to external 
#communi cations mechanisms. 



10 



-3- 

y 

A tertiary data concern is the nature of external reporting require- 
n)ents placed upon the library by governine^nt agencies, professional organi- 
zations^, and others. The library conmiunity has itself suppon;ed many data 
collection endeavors in order to deternii*ne operating costs, interlibrary 
loan traffic, photocopying levels, and additional information about the 
operations and resources of libraries. The diverse purposes of these 
efforts have often led to the use of^ varying data categories and conflict- 
ing definitions. This ^^ck of standardization as well as the unique nature 
of such surveys have prevented comparison of the resulting information. 
Of equal concern has been the burden placed on libraries to ^collect data 
which often do not conform to the types of data collected internally. 
Ideally, these diverse survey efforts would be based upon standardized 
terminology and data sets similar to those of internal library data systems 
The benefits of standardization among these diverse survey efforts include 
the enhanced'^cap^bi 1 i ty to comp^MT^ and combine data from multiple survey 
instruments, the reduction of response burden by the use of stan^^rd ter-- 
minology and data categories, and the avoidance of redundant data 6^01 lec- 
tion by various organizations. The Handy^ojok is intended to :^ster a \common 
language which could accomplish these objectives, 

A single overview*of management information and standard terminology 
is insufficient to Address eajch of the day-to-day information needs of 
the^ibrary administrator and policymaker. Instead, the Han^booJ< provides \ 
a basis for identifying the types of information commonly useful to man- 
agement and to governmental and professional organizations, and formulates 
a framework to ^issist in the interpretation of this information. 
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B. , SCOPE ^F THE HANDBOOK 

The scope of this |[andbook is irrtended to encompass basic' management 
information needs in academic, publ ic, school , and special library communi- 
ties. An underlying premis^e of the jianjdbook is that all types of libraries 
have a common set of functions, purposes, and resources Which outweigh the 
differences in setting, size, or argSini zational goals. The data base is 
built upon this conimon set of descriptors, while acconwiodating and pro- 
viding those descriptors uniqye to each type of library. 

Several difficulties in generality, however, Should be underscored. 
There is no typical library, and thus no typical data set appropriate to 
the individual library. Unique goals' and objectives of the individual 
library preclutje dictating the types of data necessary to decisionmaking 
in that setting. For this reason, it is anticipated and encouraged that 
the individual library adopting measures of resources and. programs from 
this Hjjidb^oqk will select elen)ents from the data set which meet the, needs 
^( the library and its environs. The library administrator should be sen- 
sitive to the requisite refinements necessary to efficiently meet local 
manag^pient information requirements. This selectivity should be based on 
the pra^iatic and perceived nefeds for information in planning, management, 
accountability, problemsolving, and budget justification. Finally, the 
following data set provides a basis for informed decisionmaking; it does 
not dictate the decision. As with any management information system, 
interpretation t^f the resulting data and potential uses of the data set 
are a matter of individual perogative. 



. . ^ ■ ■ ■ * — T • \ .-^ 

Vr\ selecting datji items for inclusion in this HandtxTok, an attempt 

IS . . ■ , . 

has been made to identify 1)h6se data thaj: are required for reporting to 
at Uast. the Federal government as well as -tho^e data required to provide 
^it least a minimal data .set for internal management purposes. "Considera- 
tion was also given to the data collection burden inherent in the clata 
elements identified within the Handbook. This latter concern is somewhat 
diminished by the growing availability of management .information by-pcoducts 
provi(;led by library automation. However, the library administrator ^s 
cautioned to exercise 'a high degree of .discrimination in identifying those 
data sets useful to management and accountability requirements of. the 

' ' ' ■ !' 

library. 

The majority of data categories and measures included in thjs Hand- 
book is intended for routine recordkeeiei ng and monitoring system$. Others * 
however, are conducive to- special surveys. In addition, the library man- 
ager may also require supplemental information' to determine specific prob- 
lem area^, activity analysis, ^nd work mea'surement^whfch are not addressed 
by, this Handbook. ^ ' ' ' 

» 

■* Several levels of detail 4n the data are presented in this document. 
These varying levels are available to meet the needs^of both the large 
and small" library;, and to accommodate the sophisticated data system as 
well as the simple data system. Similarly, the levels of detail provide . 
.levels of e^gnegation suitable for national and state-level needs without^ 
destroying the integrity or validity of reported data. ' , 

Basic Def inUions „ , ' , 

In ord$r to fully unjiet'stand. the scope of the Handbook , it. is useful 
ta assign some basic |Bfinitions to .thie concept of a library and the types 



of libraries addressed by tf?^ Handbook . A library is defined as any unit 

meeting the fgllowing qualifications: (1) it maintains and controls an 

' • . . " •« 

organized collection of printed materials, other graphic materials and/or 

nonpi'int media;- (2) it provides a regular staffing l^vel in which the 

primary function of this staff is to provide material s , facilitate theuse 

of the collection, and deliver information services to meet the Informa- 

tional , educational, or recreational needs of its clientele; and (3) it 

maintains an established recurrent schedule in which services of the staff 
> 

are available to the unit's clientele. Those organizations serving dual 
roles as agencies and as libraries, such as national libraries and state 
library agencies, should consider this Handboojc to the extent that such 
agencies ' serve as libraries. Agency functions such as grants and contracts 
administration, consulting, and governance of other libraries are not 
considered in this Jandbook. 

Types of libraries--academic, public, school, and special--are largely 

, defined by mission, institutional settifig, and target populations. In 
some cases (for example, special libraries serving academic Institutions), 
^:l€fesif ication is difficult. For some purposes, it is useful to describe 
these mCJ^-type libraries in one manner, and for other purposes, it is 

J^'eqi^lly useful to group 'these 11 Juries in another category. This flexi- 
bility Is necessary to allow for diverse ^comparisons, and to allow for 
differing strati fi(5at1on. This approach recommends a certain amoSlnt of 
self-determination by the library In describing Itself; however, these 
muUI-type llbrarl^ should be aware that f6r repeff-ting purposes, deter- - 
mi natij)n. should be based on the requestor's needs, and such libraries 
should report according!:^. Thus, for example, while a special library 
serving an academic Institution may consider itself a special library. It 



is encocrrsfged that such libraries report -as p^irt of the academic library 
in the NCES Higher^ Education General Information Survey. The followirt^ 
definitions should be viewed^in light of these Constraints and flexibil- 
fties. 

' An acajejiic lib^^^^^ or library serving a postsecondary educational 
lOLUJ-y^on. is considered to be «> library forming an integral part of a 
college, univeVsity, or other academic institut.ioi^ for postsecoi'^da ry 
education, organized and administered to meet the needs of students a*nd 
faculty of the institution or of a portion^ of that institution. 

A public library is defined as a library that serves all residents of 
a given community, district, or region, and receives its financial support, 
in whole or part, from public funds. Public libraries make their basic 

collections and basic .services available to the primary population served, 

I k 

without additional charges to individual users Products .and services 

above the library's basic services may or may not be provided to the pub- 
lic on a cost-recovery or fee basi^. Individual charges may be assessed 
from library users outside the primary target populatipn of the library. 
In addition to the tax-supported municipal , county , and regional public 
libraries, this definition includes privately- and Federally-controlled 

r* 

libraries which render, without ,charge, general library services to ^He 
community. 

A school library or school me dia center is defined as a library which, 
as part of its primary mission, supports the curricula needs of, and pro- 
vides its collection, related equipment, and the services of a staff to, 
students, teachers, and affiliated staff of an eleitient^y, secondary, or . 
combined school . 



A .'^e^^lALJJAc^.ri^ is considered to be a library in A business firm, 
professional group or association, governinent agency, or other organized 
group, and which does not meet the criteria for an academic, pubfic, or 
school .libra.ry; or a library which is maintained by a parent organization 
to serve a apec i a 1 i zed clientele. This category includes independent 
special libraries and special libraries serving postsecondary educational 
institutions, corporate organizations. Federal, state, and local agencies, 
and other groups. 

Traditionally, the Federal library community has been viewed as a 
unique- library type requiring a special subset of data applicable to these 
libraries. In truth, the Federal library community is a microcosm of the 
library community in general. That is. Federal libraries include special, 
school, public, and academic libraries. The only distinguishing factors 
are sources of funding, type of control, categories of personnel, procedural 
differences, and -the unique responsibilities of national libraries. These 
assumptions about the majority of Federal libraries hava led to the incor- 
poration of Federal libraries as subtypes of the major library categories 
/ 

defined above. Thus, Federal libraries are not considered separately from 

other types of library in this Handbook. 

Similarly, state libraries have not been addressed separately from 

other special libraries in this HandU)ook A state library is defined as 

■< 

a library maintained by state funds, which preserves the state records and 
provides books for use of state officials, books relating to the history 
of the state, books published by authors living in the state, and/or news- 
papers published in the state. In rfiany ste^tes, a state library may provide 
a collection to meet any resident's needs for books and information. A 
state library is distinguished from a state library agency, which is a , 



state organization existing to extend an(J improve library service^ in the 
state. . . * 

The^ reader should note that- both the special library and school library 
components of this Handbook are recent developments. The data sets ^nd 
descriptions relevant to these two library sectors should be considered 
evolutionary requiring extensive review and interpretation by the library 
cblnmunity itself. 

Areas of Necessary Future Research and DevelopniRBnt 

The Handbook represents two years of effort in developing an infor- 
mation base to address library managenient information, to facilitate in- 
formation exchange among libraries, and to form a basis for reporting to 
external agencies and organizations. However, continued efforts in fur- 
thering the concepts and evolving measures of library service are required. 
These considerations are provided to the reader in an attempt to raise the 
awareness of the limitations of the Handbook and of the need for continued 
adaptation J)f the concepts and structure which are presented. 

Among the most basic areas to further be explored are: implementation; 
testing of school and special library components; the measurement of re- 
source sharing and networking; the agency roles of state and national 
libraries; and the development of adequate performance and outcome measures 
of library serviced. 

In order to meet the objectives of the Handbook, implementation of 
the concepts, terminology, and definitions at all levels is required. 
However, implementation assumes considerable acUvity beyond simple intro- 
duction of the Handbook. Because of the broad audience of the Handb^qolk, 
it is necessary to tailor these products to i|eet the specific requirements 

17 



of any single setting or purpose. • Thus, implementation requires efforts . 

on the*^part of the library coninunity to evaluate and adapt the product^. 

• • • \ 

Further* this diversity underlines the need to identify specific 

interest groups within the library communl ty--e.g. . school libraries, 
corporate libraries, medical, libraries, large research 1 ibraries-^and to 
highlight, the appl icati^ons of the Handbook as well as to- tailor the con- 
cepts to these settings. This will require testing the Handbook in these 
settings and adapting many of thq coifcepts to meet the needs of these 
settings. 

\ 

The measureiHent and inclusion of' resout^i^e sharing, cooperative acti- 
vi,ties, and networking (as these affect libraries) are of particular im- 
portance. Perceptions of access and availability of information resources 
have been challenged by new technologies and networking. These innovation 
need to be accomntodated with new measures. During the development of this 
Handbook, efforts in the measurement of network services find resource 
access were being conducted on behalf of the National Center for Education 
Statistics by Value Engineering, Incorporated. It is hoped that their 
findings and recommendations, upon availability, will fene incorporafted into 
a later version of this Handbook. 

Similarly, the concepts of the Han_dbpok and th/ related terminology 
require further expansion to accommodate the agency roles performed by 
many libraries. This includes not only national and state libraries, but 
also system libraries and networks. Of equal concern are the functions 
assumed by systems or network headqwarteHs which were once assumed by the 

individual library. For example, accounting for centralized acquisitions, 

( 

rotating collections, and systemwide consultants is difficult. Ontil 
these issues of cooperative services have been resolved, it is necessary 
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to understand the potential for inconsistency in reporting and recording 
information about such functions. To the extVnt possible, those libraries 
participating in, or condgicting cooperative endeavors, should maintain' 
consistencV in reporting inforniation. ^In the future, it is hoped that 
methodologies will be developed to stanljfiardize the reporting of data about 
cooperation. \ » 

Finally, while the Handbook provided l.imited measurement of perfor- 
mance and outcome of library services, there is ^111 significant need for ^ 
further development of these concepts andUheir relevant measures. The 
library manager requires measures of the success of the library and of the 
impact (results) of library serU-ice upon tJve constituency and relative to 
the mission' of the library. It is, therefoVe, still necessary to continue 
efforts which are Supportive of the adminisirator' s responsibility to . 
improve the library's performance, and to th^ extent possible, to enhance 



the impact of library services 
\ 
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C. METHODOLOGY AND DEVELOPMENTAL PROCESSES 
Bac kgrouhd , ; ^ 

The structure and terminology presented in this Harvdbqok are the 
results of an evolutionary process built upon developments within the ^ 
library community itself, as' well as concurrent developments in education, 
public adminl3t»*ation, and elsewhere. Several library-related endeavors 
which contributed significantly to this Handbook n^ed to be emphasized: 
The American Library Association (ALA) Library Statistics: A Handbook of 
Concepts, D efinitions^ and terminology (1966); the work of Robert Erase and ^ 
members Of the ALA and other professional Organizations' statistics com- 
mittees in the revision of the ALA Handbook; the American National Stan- ( 
dards Institute (ANSI) Z39.7 subcommittee on the revision to the 1968 ANSI. 



,. . . ' -12- 

239. 7 standard on library statistics; the research and developmental work 

"f 

of Vernon E. Palmour", F. W. Lancaster, Ellen Altman, Ernest De Pro"spo, 
Paul Kantor, and other^ in the field of measurement of library services; 
the findings of Glyn Evans ,i Mary Bielby, Duane Webster, and Jeffrey Gardner 
in collection assessn»ent; the many efforts invested in the National Center 
for Education Statistics Library General Information Survey; inte*5<iational 
and national standards of library statistics; the library management data 
base development of the National Center for Higher Education Managenient 
Systems (NCHEMS); and many other progressive studies and products through- 
out the library community. It is anticipated that this evolutionary pro- 
cess will continue to enhance library management. 

Advisory Mechan isms Employed in the Handbook Development 

Three formal review groups were established for the development of 
the Hanidb^^^ Each group represented a significantly different perspec- 
tive, igcluding the management information needs of the special library 
community, information requirements of Federal agencies and organizations, 
and the information needs of school, special, academic, state, and public 
libraries. This H^A'^^J^J^ represents the contributions of representatives 
from: the National Center for Education Statistics; the National Conmission 
for Libraries and Information Sciences; the Office of Libraries and Learn- 
ing Resources; the Special Libraries Association; the Public Library Asso- 
ciation; the American Association of School Librarians; the Association 
of Colleges and Research Lil^raries; the Chief Officers of State Library 
Agencies; the statistics committees or coordinators pf the Medical Li- 
braries Association, the American Association of Law Libraries, the Special 
Libraries Association, and the Amli^ican Library ^)\ssociation; the National 
Agricultural Library; the National Library of Medicine; the Library of 



Congress; the hederal Library Coiinnittee; the Library Management Division 

of the Special Libraries Association; the DepartiDent of ConiDerce; and the 

Oepartrrient of the Army. Representatives are listed in the acknowledgments 

* 

to til is Handbook. 

The forerunner to this Handbook-- the Library StatistlcSTl Data Base 
developed by the National Center for Higher Education Management Systems-- 
focused upon management issues in academic and public libraries. During 
this earlier development, the advisory group represented the Association 
of State Library Agencies, the Association of Research Libraries Office 
of Managenient Studies, the l^iblic Library Association, the Statistics 
Coordinating Committee of the American Library Association (ALA), the ALA 
Office of Research, the National Center for Education Statistics, and the 
Western Council of State library Agencies. Members of this advisory groifp 
have continued in an advisory capacity to the Handbook project. These 
persons are also listed in the acknowledgments. 

In addition to the formal advisory mechanisms outlined above, a num- 
ber of informal channels of communications werfe established throughout the 
development. These informal liaisons include representatives of publishing 
interests, media producers, members of the statistics committees of the 
American Library Association, Medical Libraries Association, Special Li- 
braries Association, and American A$i;ociation of Law Libraries; interviews 
with the staffs of. the Office of Libraries and Learning Resources and the ^ 
White House Conference on Libraries and Information Sciences Planning 
Office; and other persons interested in the. development , To the extent 
possible, field review copies were issued to persons working the field of 
library research, statistics, and other related subjects. While ideally 
the entire library community would have the opportunity to examine, com- 
ment, and evaluate the Handbook in advancfe of publication, time and cost 
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constraints prohibit such an approach. Instead^ it is hoped that the ^ 
library coninunity will continue to improve the concepts and detail of 
t^^is Handbook over time. 

^X^J_4_^A^PP the Structure and Terminolocjy 

The contents of this Hand^^^ have been formally tested 1n the aca- 
demic libr^iry cortriunity, and informally tested in the public library com-' 
munity. In order to den)onstrate and evaluate the data base structure, the 
system of information was tested in five Pennsylvania State Col leges-^East 
Stroudsburg State College, Indiana University x)f Pennsylvania, Lock Haven 
State College, Mansfield State College, and Shtppensburg State College. 
The primary purposes of this pilot test were to determine the feasibility 
and utility of data collection recommended by the Handbook, the level of 
sophistication existing iti current data systems, the degree of difficulty 
in introducing the structure and terminology into ejtistfng data systems, 
ar^ the areas of the information structure recommended in the Hami^^^ 
which required further improvement. This test was conducted in conjunction 
with the development of a management data base performed by the National 
Center for Higher Education Management Systems (NCHEtlS). Full documenta- 
tion of this test-^is available from NCHEMS or from the Educational Resources 
Information Clearinghouse (ERIC) and is entitled filot Test and Demonstra- 
tion of the Library Statistical Data Base (NCHEMS, 1977), The general 
finding of the, pilot test was that the structure and terminology repre- 
sented a valuable and necessary management tool for library decisionmaking. 

The public library component was tested in conjunction with the iden- 
tification of state-level information needs. The Colorado State Library 
and the Colorado Public Library Guidelines Committee (representing system 
libraries, rural libraries, metropolitan libraries, and so for.th) assisted 
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in the review of the structure and terminology employed within this Hand- 
^^A' Largely, the focus of this examination was upon the Col-orado Survey. 
of Public Libraries conducted by the state library agency. The survey 
serves a number of roles: a communications medianism between public li- 

braries and the State Library Agency, a reflection of levels ot service 

... I 
throughout the state, a suggestive mechanism employed by state libraries 

indicating services or resources that a 1 i bra ry' should consider in its 

development, a funding and expenditure guide to public library service 

levels in order to indicate what (if any) intervention the state library 

should be taking, and a basis for planning programs to enhance library 

sejjvice in the state. The au^Jience of the state survey are members of 

the\state library and the pubJKc library communities. For this reason, 

it was important to weigh equally the perceived information needs of both 

communities. ' ' 

Bdth state library personnel and public library personnel evaluated 

a draft \of a proposed survey instrument developed in conjunction with the 

Handbook !^nd which is based upon the categories and definitions repi^esented 

herein, these data were evaluated on the basis of the value of the infor- 

, 4 

mation, the\ difficulty in obtaining the data required, the cost of such 
data collection, and the current availability of these data. As a result, 
many of the categories and related definitions were modified to accommo- 
date the findings of this test, 

A review oA the forerunner publication--Library Statistical Data 
Base: Formats and\ Def ini tions--provided by the American Library Associa- 
tion Reference Statistics Committee, evidenced that categories of referr 
ence transa'^ction orfainally employed might be inappropriate to the 
mea^rement of informVtion services. In order to identify more clearly 

23 . . 



r 



and to rectify any flarws in the depiction of information services, niembers 
of this committee (representing public, academic, and state libraries) 
voluntarily tested the reference component presently incorporated into 
tfcie Handbook and made reconmendations for its improvement. The duration 
of the test was a one week period at the convenience of the participating 
library; from this test, several revisions and refinements to the termi- 
nology, definitions, and structure of the reference component were made. 

Although the structure of information has now thus been tested for- 
mally within the academic library community and informally within the 
public library community, further testing is recommended prior to imple- 
mentation and adoption of the system in all settings. The school and 
special library components w6re not tested formally during the course of 
the Handbook development. However, the terminology and structure were 
generally reviewed within the library community, and are believed to be 
useful in school and special library settings. 

Survey pOf Library^ Data Collection Endeavors 

As a part of the Handbook development, current data collection efforts 
were surveyed. This included data .col lection efforts conducted by state- 
level agencies, profes$^onal associations. Federal agencies, and other 
organizations. The intent of th^^s- survey was to updat-e the Iny^ntory_o£ 
library Sta tistic s Pr actices (1972) prepared by Werner and Company for 
the National Center for Education Statistics. The purposes of this update 
were to isolate common data requirements of agencies; to examine the levels 
of aggregation appropriate to state and Federal level information needs; 
and to determine the potential for compatibility between these various 
-levelsT of data collection. Ideally, it is hoped that the Handbook will 
serve as a framework into which these diverse data requirements can be 



folded. The sun/ey of 176 agencies and organizations indicated that the 
level of data collected, the "quality" of the resuj^ing information, and 
the eventual uses of thes^ data varied significantly. Collection resources 
personnel, and expenditure were common to the majority of surveys. How- 
ever, descriptors of these varied widely from extensively- to minimally' 
detailed categories. Many of the data collection efforts .are moving 
towards models set by the National Center for Education Statistics. 

D. OUTLINE OF THE HANDBOOK 

The intended uses of this ^fjandbook are discussed in Chapter II. That 
chapter outlines the roles of tljiie library manager, of infoV^mati^n exchange, 
and of external reporting requiretnents in defining the types of data and 
the conceptual framework presented in the Handbook. Fundamental to the 
types of data discussed in the Handbook is the structure of information 
described in Chapters III and IV. This stnucture frames the categories of 
information and outlines the types of measures useful in library manage- 
ment. Th/s'c'onceptual framework presents a guide to evaluating services, 
programs, and resources, and outlines the relationships of these to the 
outcomes of the library. Chapter III further provides guidance to the 
types of measures (data comtjinations ) useful in management, planning, 
policymaking, and evaluation. The classification' detailed in Chapter IV 
is intended to provide substance to the structure. Chapter V outlines the 
general principles of data collection provided by the American National 
Standards Institute (ANSI) Z39. Subcommittee on Library Statistics {Z39.7); 
the problems associated with recording and reporting info^'-matibn; and 
alternative presentations of data about programs. Finally, the terminology 
employed is defined irt the Glossary appearing at the end of the Handbook. * 



CHAPTER II 

Uses of the Handbook 

A. THE NATURE OF HANDBOOK USE 

While it is not possijale to predict or to enumerate every use of this 
Hajidboolc, the following sections are intended as a guide to the reader on 
the ranges of use and the conditions which have fostered the nped for a 
standard terminology and a consistent ap|^ach to information about li- 
braries. It is necessary to understand 'ilie underlying reasons for the ' 
increased need on the part of many individuals and entities in the library 
and related communities for improved information. Further, the following 
sections also underline the role which the Handbook is intended to play 
in the rapidly changing climate surrounding the library community. 

As outlined in Chapter I, the Handbook identifies a set of informa- 
tion basic to management and planning, facilitates information exchange 
among libraries, and provides a common language for external < reporting 
requirements. These types of information purposes and the related data 
uses indicated by these purposes determine the structure and approach used 
in this Handbook. ( 

The llajidbook is not A panacea for the problems that confront modern- 
day library management. Instead it is a first step towards the improve- 
ment of access to a spectrum of standardized information about the library 
and its envi.ronment. 

B. INTERNAL MANAGEMENT AND PLANNING 

Several distinct but related conditions have combined to create a 
demand by library managers for improved information about the programs 
and resources of the library. On the one hand, certain conditions— many 



of which have economic concerns at their root--serve to focus on efforts, 
to improve mau;jagement and decisionmaking within the individual library. 
As financial resources become increasingly difficult to acquire and as 
inflation diminishes the purchasing power of those 'funds that are obtained, 
library managers are faced with difficult decisions regarding allocation 
and utilization of resources. At the same time, other condi tions--many of 
whjch derive'from changing resource allocation and oversight practices of 
libVary fund^rs--are creating requirements for library administrators to 
demonstrate both'. eff icfenJcy in the usekof resources and organization^il 



effectiveness. ^Growing limitations on resource Available to -Httrary 
funders and increased concegrns with accountability have created an environ- 
ment in^hich the ability to provide informat1t>l^gbout the library and its 
programs to^ sponsdtIS is crucial to the v^itality and viability of the library 
^ The nature of these demands requires improved information about the 
operations and resources of the library and more sophisticated means of 
determintng the impact of decisions upon present and future library ser- 
vices. These circumstances further emphasize the need for measures of 
success and efficacy of the library. In the p^st, assumptions about the 
need for, and the value of, library services sufficed as justification of 

library operations and as demonstration of library effectiveness. These 

f 

assumptions are no longer valid foundations fo^* funding decisions and ^ 

I 

at:countability. Thus, the library manager is confronted with increasing ^ 
obligations to evidence 11 brainy effectiveness in rti^eting the needs of its 
constituency and library success in fulfilllT^g its mission. 

CI early,. demands for, and uses of , .management information are depen- 

1 - 
deiTt upon thfe environment and needs of the individual library. Each liturary 

has internal ^d external reporting requirements and constraints. The 
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Inevitability Qf the uniqueness of these organizational structures is 
recognized*. The library mana^r needs to identify the data sets within* 
J^he Handbook which have sufficient links to problemsolving needs and 
which meet the pragmatip gaals of management to warrant data collection. 
Therefore,. It i^ anticipated that the data sets presented here will take 
the form of a starting point— a prototype--from which? modification will 
necessarily be made to accommodate the specific needs^of the individual 
14brary. While the Handbook is not intended to supplant existing manage- 
ment information systems, the structure and terminology can supplement 
these systems or act as a basis in developing systems. 

C. INFORMATION EXCHANGE 

Information exchange is fundamentally communication betWen librarie: 
Such communication fosters awareness of the activities of other libraries 
understanding of the issues apd problems facing libraries, and identifi- 
cation of'commona Titles among libraries. Additionally, and as outlined 
earlier,*^ access to comparative information about library operations, 
resources and effectiveness is crucial to the administrator's need for 
evaluative data.' The per'formance of tha library has been 'identified as 
relative to that of other Libraries or to that of the library itself his- 
torically. Jhe need for thfese comparative data serves to underscore the 
value of information exchange among libraries. 

Information exchange presupposes available mechanisms whereby one 
library can communicate with others. Typically, formal mechanisms of 
information exchange are sponsored by governmental agencies or by pro- 
fessional societies. However, a series of informal information exchange 
mechanisms is also supported by groups of libraries which have sufficient 
conmonalities to make communications mutually beneficiaT. Whi'le anything 
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can be compared as long as dimensions are explic.it, it is important to 
understand that comparisons should be founde^ upon similarities in en- 
vironment, mission, size, target population, and so forth. No single • 
factor is advocated for determining the classification of libraries for 
purposes of comparison; this is largely left to lif)raries selecting coun- 
terparts in otjier settings. This strategy is suggested by the faVt that 
criteria for comparabi 1 i ty differ depending on the types of comparison 
desired. Thus> for example, under pertain circumstances, the clientele 
of the library may be the most important factor to explore; for others, 
size of collection and acquisition rates are appropriate; and so forth. 

However, even within carefully-defined categories of library infor- 
mation an3 homogeneous groups of libraries, data may not be completely 
comparable. For example, some parent organizations apportion overhead' 
costs to operating units, including the library, and others do not. In 
order to compare library data, then, it is necessary \o identify and 
correct for these discrepancies. The Handbook cannot eliminate nor 
identify each of these possible variances in internal reporting systems; 
however, it is essential that libraries exchanging information be aware 
of any differences in the data reported by participating libraries. 

As a cautionary note, many libraries^ in the private sector are 
prevented from total' disclosure of data due to regulations of the parent 
organization regarding information. The library manager should be aware 
of these constraints and selectively use those elements which do not 
disclose proprietary or security information of the organization. 

D. REPORTING REQUIREMENTS AMONG LIBRARIES 
O^rview of Reporting Requirements among Li braries 

The external reportinirequirements of the 1 i bra ry community are 
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primarily defined by the information needs and the data collection acti- 
vities of three types of or'^^Jizations. These include: (1) state-level 
informiition needs and state agency reporting; (2) Federal -level informa- 
tion needs and Federal agency reporting; and (3) professional association 
and accrediting agency information needs. In addition to these external 
reporting requirements, the library must respond to the Information demands 

of its parent, organization or. adwffni strati on and intennediary governmental 

J' 

units (e.g., counties, regions) and may be involve<) ih formal and informal 
information exchange arrangemeVits. The variety and complexity of these 

organizational and intermediary governmental information needs prevent 

i . 

the identification of any single appropriate data set. Instead this Hand- 
book forwards a data structure that should provide a* broad, genera^lized 
basis from which the necessary ..^elements can be selected. 

In many situations, external reporting requirements dictate the 
majority of the tjlata collected by the individual library. Thus, it is 
important to any structure of information that the external as well as the 
internal data collection needs be. considered. The data elements included 
in this Handbook encompass the types of information usefuT for responding 
to the National Center for Education Statistics Library General Informa- 
tiorv Survey (LIBGIS); state library surveys of the libraries in the 50 
states; the Association of Research Libraries (ARL) survey of member 
•libraries; the American Association of Law Libraries (AALL) surveys of 
law libraries; the Medical Library Association (MLA) survey of medical 
libraries; and the Special Libraries Assoc^tion (SLA) survey of its 
members. To the extent possiblej, standards for librari^, criteria of 
accreditation agencies, and Federal programmatic data requirements have 

V 

also been included. j 
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It is important to isolate the data requirements that are inost 



necessary and important to meet the needs of these various levels of data 



^collection. In order to focus attention upon these requ'^ements , the 
following set of questions was addressed: For what purposes are data 
V*egard1ng*^librar1es or'lfbrary service used at these levels? What mea- 



sures of library services or library resources are appropriate to meet 
. these purjposes? To what extent and in what manner are these information. 

V 

rteeds presently mat? 

t 

Several purposes of such data imniediately surface: 

• determination of the "health" of litrary service in the li.S., 



t Federal and state legislation, 

• Federal and state funding and resource allocation, 

t utilization of library services and unmet information needs of 
the population, 

t library support necessary for communities and educational insti- 
tutions, / , 



t planning for future information needs of the population, 

• planning for resource sharing and networking, 

• performance measurement of library service at present levels of 
funding, 

t planning for improvement and (jli recti ons of library service, 
f policy development, and 



t promotion. 



State-Level Reporting Issues 

State- level information needs and repprting issues vary with each 
state. The degree to which data arie collected by state libraries, higher 
education commissions, or statie' boards of education is depei\dent upon 

X 

organizational mandates. Intended data uses, and the degree to which these 
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agencies monitor the activities of the library. Generally, these data are 
used for state planning, state funding, and state legislation. Such ef- 
forts may also serve as communications utechanisms between state and local 
levels and as compara|;ive information sources for the library community. 
While state information needs are necessarily disparate, there Is signifi- 
cant evidence that certain core data requirements are. common to Tnost states. 
Basic to these requirements are concerns with the type of constituencies 
served, 'the resources available and utilised, the level of service and 
demand for these services, collection assets, personnel resources, and the 
Identification of problem areas in the library community. At be^t it is 
hoped that the Handbook will guide states to collect similarly-defined 
data based on these identified information needS. In so doing, this 
strategy will provide individual states with a basis for comparison with 
ot^her states and will provide individual libraries with mechanisms for 
comparison across states. 

Although many state library agencies collect information from academic 
and special libraries within the state, the major data collection efforts 
are focused on public libraries. In addition to data for comparative pur- 
poses, these surveys provide: 

• information on the need, eligibility, and use of state funds 
and/or Federal monies administered or distributed by the state; 

t information supportive of state plans for extension or improve- 
ment of library services, including networking and resource 
sharing; 

0 information on the effect of state or federal legislation on the 
public libraries or potential effects of proposed legislation; 

• information on the degree of com|)liance to state and Federal 
legislation such as affirmative action or services and facilities 
for th6 blind or physically handicapped; and 

f location and availability of librarians, libraries, and library 
services within the state. 



Examples Of types of dAta useful at the state level are staffing and 
• costing ififormation at libraries, branches* and other service outlets 
(including mobile units); income and expenditures per capita; allocation 
of funds across budget categories; current population and projected popu- 
lation for areas served by public libraries; measures of the availability 
and accessibility of library services; utilization of s^cific services 
such as interlibrary loan; and the role or effectiveness c^f established 
regional libraries vis-a-vis the state library and the local libraries. 

National Level Reporting Issues \ _ 

Fundamental to the need for data at all levels is the obligation of 
library leaders and library administrators to make well-informed manage- 
ment decisions. This is critical at national levels, where the effects 
of decisionmaking have widespread implications for the library community. 
Increasing emphasis at national levels, as within the library community 
itself, is being placed upon outcomes (impact), effectiveness, efficiency, 
and use of library services. Basic questions of impact are: Who are the • 
target groups of library service? Who benefits from 1 ibrary, services? 
How well do such services meet the intended gQ#ls and the needs of the 
audience? What measurable progress has been made in the provision of 
library services? To what extent and to what outcome have Federal funding 
and legislation supporter! these services? What problem or deficit areas 
require Federal attention and/or Support? Simply stated, organizations 
at the hatloriaV level , most particularly Federal agencies, require: (1) 
planning data; (2) justification and accountability data; (3) outcome and 
user data; and (4) program management data. 

Planning, Justification, and outcome data are overlapping. These 

j. 

data support the governmenjt's leadership role tn ttie library conmunity, 
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promotion of existing and new programs of library service, continued and 
new funding, needs assessment, and historical comparison. Such data can 
be summarized In the following questions: What impact will new programs 
and new technologies have upon library development? What impact have 
current Federal and other national programs had upon library development 
{e.g., increase in 1 ibrar^ use, numbers and types of new library users, 
increased efficiency and effectiveness in the delivery of library services) 
What are the deficiencies in current library services (e.g., the differ- 
ences between existing services and standards for library services)? 

In the Federal government's support of innovation, data requirements 
relate to networ'king cooperation, encouragement of minority groups into 
the library profession, and the identification and support of new roles 
for the library (e.g., continuing education, outreach programs). Equally 
important to this role is the identification of needs and an assessment 
of the current role of libraries and librarianship, which serve to isolate 
the inadequacies of existing library services within the country,. This 
concept of substandard service has been derived from the historical empha- 
sis upon the unserved^^njntTr^Tel^etjtly , the unserved were associated with 
rural populations in which library service was limited. However, the 
concept has been expanded to include the underserved and those persons 
Vho do not, or can not, avail themselves of .existing services, such as 
the urban poor or the institutionalized. Thus, this expanded concept 
requires consideration of tlje levels of service, levels of use, prediction 
of* demand f9r library service, meeting the information needs of the public 
in nontraditional manners, and enhancing the library's traditional role as 
an information provider. 
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Justlfi cation and accounUbllity data support Federal funding and 
legislative efforts directed at the library community. These data are 
often intimately tied to the outcome and Impact data discussed earlier. 
Fundamental data requiren^nts for national and^Federal justification and 
accountability are: (1) identification of the manner in which Federal 
monies for libraries are deployed, (2) i^lentifi cation of target groups 
(i.e., intended beneficiaries) of F0dferal programs, (3) the identification 
of actual beneficiaries, (4) the degree to which goals and objectives of 
the programs have been met, and (5) the anticipated and actual outcomes 
of the program. Although it is relatively easy to trace Federal funding 
to the library recipient and to preestablish the nature of the target 
group, remaining measures of outcome are largely undefined. Part of the 
problem rests in the "Hack of concrete measures of outcomes and the lack 
of criteria by which Federal or national programs can be evaluated on a 
continuous basis. However, a crucial problem is the lack of standardized 
reporting about these programs or their influence at local and state 
levels . 

Increasingly, emphasis on such nationwide issues as copyright, net- 
«>orking, nationwide services provided, by national libraries and by. jervige 
tttlllttes, and Federal funding programs have led to a new set o^'data 
concerns and needs at the national levels. Decision points associated 
with these developments include: cost-sharing among differing governmental 
levels and the public and private sectors (for example, who should pay and 
how much for interstate interlibrary loans); extension of data base, access 
through organizations, national libraries, and vendors; formulae for re- 
source-shfliring ahd last copy depositories; the effectiveness of Federal 
interventioh (nationwide and regionally) and the- influence of Federal fund 
Ing upon the individual library; and standards development. 
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The isolation of data which are suppoHive of these varied needs at 
national levels is difficult. Key elements which meet these issues in- 
elude: demographic and user data, staffing descriptors and levels, collec- 
tion size and use, funding sources and levels, resource allocation and 
utill^ration, impact of library activity, standards conformance, facility 
levels and conditions, and extent of network or cooperative participation. 

E. IMPLEMENTATION OF THE HANDBOOK 

Fundamental to the usefulness of this Handbook is the eventual im- 
plementation of the recommended structure and terminology within the 
library community. Several steps towards implementation are required: 
awareness, evaluation, tailoring the product, to meet the needs of partic- 
ular audiences, arid adoption and continued use. The disparate needs of 

♦ 

the wide audiences of the Handbook preclude wholesale adoption of the 
Handbook by an individual member of the audience. Instead, the Handbook 
must be evaluated in the settings in which introduction is intended; from 
this evaluation certai/ ref i nements to meet the needs of the environmeht 
are necessary. Further, implementation of the handbook requires planned 
change (innovation) in the concepts, assumptions, and data products pres- 
ently existing in the library community. Such change is best introduced 
in combination with a tempered plan that avoids disruption in current 
operations, respects the integrity of existing data systems, and diminishes 
the risks associated with' change. Ideally, implementation should be 
i-nltiated by groups of libraries or organizations representing such groups. 
This serves a two-fold purpose: (1) the reduction of costly duplication 
of implementation in individual libraries; and (2) the provision of a 
forum for information exchange among libraries. In reality, however. 
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Implementation will most likely result from data collection endeavors by 
agencies and organ izattions at state and -national levels. 

Several conce,rns associated with implementation of the Hawdbook 
within the individual library need to be addressed. Constraints which 
the library manageY- needs to assess include the external reporting require-) 
. ments placed upon him by the parent institution, and by state. Federal, 
and national data collection armsf the local data requirements for planning, 
resource allocation, collection development criteria, facilities, and ex- 
pected changes in the environment (e.g., changes in the target population); 
accountability Issues; and data collection burden. The latter concern is 
of substantial Importance to the library manager. Analysis of such con- 
straints as financial Investment in data systems, personnel considerations 
in data collection, and the requisite refinements to the Handbook has to 
be Identified. 



CHAPTER III ) 

Data Uaas 

A. STRUCTURE OF INFORMATION 

An analysis of the data needs of library managers for both internal 
management uses and External communications has led to the conclusion that 
data about libraries must encompass three distinct types. These data 
describe: the environment of the library (i.e., the setting, relation-i 
ships, internal structure, and target groups of the library), the resources 
of the library (i.e., what a Jibrary has), and the progy*ams of the library 
(i.e., what a library does). 

The first series of data--environment of the 1 ibrary--describes the ^ 
setting in which the library resides (e.g., parent organization, community, 
and so forth), the relationships maintained by the library (e.g., to the 
parent organization, to the constituency, to other libraries, to funders, 
and so forth), and the characteristics of the intended beneficiaries or 
users of the library (i.e., the target group which the library is intended 
to serve). . • \ 

The second type of data describes the broad resources of the library. 
These resources serve to define what a library has. The collection is the 
most obvious of these resources. The^relative importance of the collec- 
tion is apparent in the widespread reporting and use of data about acqul- 
sitions, collection size, and collection value. While collection pleasures 
are of significant concern, other kinds of resources are also crucial in 
describing the overall library and its Services. These other resource 
categories are financial, personnel, and facil ity measures. These re- 
sources combine to suggest the capability of the library to carry out its 
programs . 
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The third major type of data useful to the library manager describes 
what a library does (i.e., the programmatic activities or functions of 
the library). This type of data identifies the strategies or activities 
carried out by the library in order to accomplish desired outcomes or 
results. Descriptors of these programs provide information about the , 
j!)urposes or objectives of each program, the resources required or expended 
to carry out these activities, the methods or levels of activities con- 
<;lucted as part of each program, the beneficiaries of these programs (i.e., 
users) and the outjjomes or results realized by these programs. 

Figure 1 summarizes this information structure as employed in the 
Handbook. The figure underlines the relationships among these types of 
data. Chapter IV details the structure more fully and discusses each of 
the components individually. 

. B. INFORMATION EXCHANGE AND MANAGEMENT 

As indicated in Chapter II, information exchange is crucial to man- 
agement decisionmaking. Present data-gathering by libraries and library- 
related organizations stresses the level of resources available to li- 
braries. These are the resources and related data, indiaa^ted in F.igur* W 
However, this ^nctbodfTs designed to emphasize also the increasingly 
recognized importance of the use of financial, personnel, and facility 
resource utilization in the programs of the library. This structure 
outlined in the preceding chapter allows the manager or group of man- 
agers to link various components together in order to assist i4i the 
evaluation of Tibrary operations. It is difficult to discuss these types 
bf data Use in the abstract. For the most part these data uses may be 
segregated according to purpose— communications (information t/o relay to 
another) and internal management and planning. While data necessary for 
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* ^cownuni cations is more easily isolated by determining the reporti^^ 
reqiil rements placed upon t\\i individual library by locSl, state, ht\6 
• na%ona1 sources, the laftA*--data foi^ internal management and planning--^ 
* 'ts unique to t^^e types of decisions and perspective of thfei library 

. administrqitor. Thus^ data combirt^itlons necessary for decis^ioninaking are 
^ * impossible to enumerate.: Acknowledging the impractical ity of isolating 
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prectse'*data uses S^nd data combinations for these settings , it is. worth- • 

Wbile to isolate a number 6f general* types. of measures commonly used in 

" ■ ■ : ■ . , 

evalyation. Analyses of efficiency and ^eff^&tivenessr, for example, are 

possible using combinations of the various mea^rgj represented-' in, the 
Structure. " , ^ 

For example, ^t the beginning of each -plannin^eriod, the library 
manager allqca'^es available resources across programmatic , functions iir, ' 
order to produce certain activities, and general^ specific outcomes. 
Ostensibly,' these resources can be considered the capacit^of the library 
for activities ahd outcomes. At the end of the planning period, the 
library manager may evaluate the actual resu^lts of these decisions against 
the anticipated results. Figur^ 2 represents one way of looking/^t this, 
evaluation process. Tracing resources into activities and outlsDm^, pro- 
vlJir^measures of "resource-efficiency,", "resource-effectiveness ," and 
"activity-effectiveness" either on the basis of planned results or actual 
resjult&r On the other hand, mapping planned r^ources and planned acti- 
vltles against actua:! resources and activities provicjes. measures of 



performance.' Finally, the evaluation of outcomes (planned versus rea- 
llzed). offers *^ meagre of goal achievement. 

^The quts.tlon b^n^erpretation of these measures Is not trivial. 
' the readerMs^utlbned to refject upon the implications of resource 
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efficiency. Efficiency does not measure the quality of library services, 
nor does it necessarily reflect upon performance. In recent years the 
concentration upon efficiency hM*ied to a concomitant underemphasisC^n 
performance, effectiveness, and outcomes of thejibrary. The library 
manager should place measures of efficiency in perspective, understanding 
the important distinctions among outcomes, effectiveness, and efficiency. 

In addition to the applications and uses associated with efficiency 
and* effectiveness , there aVe several others that could be made. The 
data contained in the system of inf6rmatfon can be used in independent 
"bits and pieces" that describe the library's activities. In many spe- 
cific ways it also supports the individual reporting requirements of the 
library to local, state, and national levels. Although other concrete 
uses have yet to be^gl^ tailed, there is deliberately a significant amount 
of flexibility within the data base to accommodate the individual needs 
of the TTSrar^ 'manager. 

Finally, there are several summary points regarding the use of data 
for management and planning which need to be made. .This management in- 
formation system contains a limited set of data elements. It is impossible 
and impractical to include all the data a manager could need for a variety 
of purposes. The manager can Jbest meet these additional needs -through 
the use of special studies, which supplement and build upon the defini- 
tions and ^categories of the Handbook . ^ 

C. STATE-LEVEL AND NATIONAL-LEVEL ISSUES 

As underlined earlier, both state and national t^ata collection 
endeavors serve dual purposes. The primary purpose of these efforts is 
to 'meet the Information needs of these various levels. Secondarily, these 
data collection activities meet the information exchange and comparison 
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needs^f the library community. This secondary purpose underscores the 
urgency for the use of common categories of information and terminology 
across states and on national levels. Such compatibility allows libraries 
to compare themselves with similar libraries in other geographic regions 
and enhances comparisons among regions and states. Moreover, the use of , 
similarly-defined and mutually exclusive data categories at these level k^-"^ 
will ensure the accuracy of additive data (e.g., total library resources, 
total resource utilization). » ' ,4 

r 

Keeping. in mind the reporting issues raised and the structure of 
information outlined in earlier sections, the following types of infor- 
mation were identified by members of the library community as appropriate 
to Federal and state surveys-. The Information needs of county and ot^r 
intermediate agencies and organizations should also be acknowledged. 
Generally, such information needs are a subset of internal management 
information needs and more detailed than those of state and Federal source^. 
Due to the variances in these needs among regions, no attempt has been 
made here to identify each information requi rement. However, the sets 
of information identified as useful to the library manager and to state 
and Federal administrators should provide a sufficient basis for^^enti-^' 
fying the needs of these intermediate governftiental and other levels. 

At the state and national levels, information about personnel, 
collection, facility resources, and resource utilization is related to 
several current issues facing libraries: network^t ^nd resource sharing, 
resource and service adequacy, enhancement of resources ,i,ahd legal re- 
quirements (e.g., copyright, affirmative action, ani so forth). 

Examining col lection resources, the state or Federal planner needs 
to know: the i^mounts of collection resource^ a-vailable locally, within 
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the state, and within the nation; the relationships between local collec- 
tion resources and resources available elsewhere? the distribution of 
these collection resources across geographical areas; the "value" of 
these resources locally, statewide, and nationally; and the life expec- 
tancy (currency of interest) of these collection resources. Such infor- 
mation needs to be collect^cKiniformly by state and Federal organizations. 

Issues of planning for collection resources (e.g., shelf spac\ and 
floor space utilized); duplication of titles within a collection not 
traceable to the utility of the collection; or condition of the collec- 
tion (e.g., binding requirements, replacement, and weeding rates) are 
generally not of significance at state and Federal levels. However, 
SM^h information does provide comparative data for libraries. A njajor 
concern at the state level is that current collection measures do not 
sufficiently map into a measure of effectiveness or adequacy of these 
resources, ^or are vMume or title counts adequate measures of collection 
resources for network planning without some related factor of unique titles 
and collection overlap among groups o'f libraries. For this reason, some 
consideration is given here to the desirability of data on topical areas 
covered by collections within state-level information bases .^^ 

Information on financial resources and utilization that is required 
at the Federal ahd state levels includes: source of income (who pays?); 
levels of funding (how much?); and the effectiveness of funding levels 
and funding allocations. Whilethe first two categories are straight- 
forward, the third is problematic. The effectiveness of funding is 
measured by the allocation of funds (what uses) and the outcomes (results) 
of this funding. At the national' level, allocation is based on the funds 
deployed for the following! collection resources; capital or buildings; 
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sal dries; binding and reblnding; and other categories. While this 
Information Is u|ef u1 , program expenditures (what servlqes cost and who 
- pays) are not Included. 1^1 s Information would be valuable to the 
evaluation of Federal and state funding program^. 

Personnel resources and utilisation are Increasingly of concern to 
federal and state agencies. Affirmative action, shrinking labor markets, 
and controversy over professionalism within the library community have 
fostered this growing emphasis. Data on racial/ethnic status, educa- 
tional background, salary ranges, and sex of personnel typically meet 
these Information needs. To employ these data as measures of adequacy 
may be misleading, however. Historically, headcount and full-time equiva- 
lencies have been employed as proxy measures of adequacy In personnel 
resources. Unfortunately, allocation of these human resources and the 
effectiveness of tf?at allocation have been overlooked. Further, staffing 
levels necessary to conduct activities (I.e., reference transactions, 
circulation transactions, etc.) are virtually Ignored at both Federal 
and state levels. This gap Is Increased by the growing realization that 
the effectiveness of the library Is as much a function of the adequacy 
of the personnel as It Is the adequacy of the collection, /or this 
reason. It Is hypothesized that personnel surveys (on a less than annual 
basis) may be required to determine staffing adequacy and to compare 
allocation of personnel among libraries. 

Information collected at Federal and state Tevels on facility re- 
sources and utilization Is most often limited to assignable space devo.ted 
to the library, seating capacity, shelving space, and the number of ser- 
vice outlets maintained by the library. In addition. Information about 
the allocation of facilities, condition of the building, and adequacy of . 

9. ' 4o 
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facllltles 1s crucial to such Federal and state Issues as the allocation 
of building funds, standards development, and the planning n^essary at 

these levels. ^ 

Activity measjires at the national level are unevenly distributed 
across the programs of the library. Such measures Include: circulation* 
reference and directional transactions, group transactions, service hours, 
interlibrary loan, and photocopying. In state-level information bases, 
the amount of detail devoted to activity measurement varies significantly. 
While at both Federal and state levels these measures combine to provide 
a picture of the types and levels of services provided to users, the 
variance in detail between activities and resources devoted to conducting 
these activities provides at best a sketchy picture of the library. 

User^measures (I.e., who uses the library and for what purposes) are 
important to all levels of decisionmaking. Efforts by the U.S. National 
Center for Education Statistics are currently underway to survey public 
library users. This survey may provide a model for further user studies 
by Federal and state levels. The crucial importance of user measures 
lies in part upon the need to assess the impact of libraries upon the 
communities which they serve. At the local level, this information 
provides a basis for determining actions in extending or enhancing its 
services. At the state level, data on registered borrowers prbvides a 
proxy measure of users and may be weighed against the target groups which 
the library is intended to serve. At national levels, such data are 
equally Important when trying to trace the impact of such funding pro- 
grams as the Library Services and Construction Act (LSCA), which are 
Intended to extend library services to the under- or unserved. 
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Flnally, performance measurement * a recently developed area of 
library data. Is Ideally suited to meet the needs of state- and Federal- 

« 

level decisionmakers. Isolation and examination of factors that Influence 
performance--e.g. , resources, allocation of these resources, activity, 
environment, etc.— would provide decisionmakers with a tool to ensure 
that state and federal support would enhance perfonnance- At this time, 

- ■ . ^ • ■ .. ■ > V > ■■ . . 

however, performance measurement Is still evolving, and It Is poss^lble 
only to define some basic categories of Information. Additions and re- ' 
finements await furttier progress In the field. 




CHAPTER IV 

Structure and Clatsif Ication of Information 

A. INTRODUCTION 
Overview of the Structure 

As outlined In Chapter III, the structure of Information used In 
this Handbook Is founded on three .categories of Information about the 
library-- the environment, the resources, and the programs of the library, 
these three areas of Information are unique yet Interdependent. The 
environment of) the library Includes governance of the library, the In- 
ternal structure of the library, the relationships of the library, and 
the population which the library Is Intended to serve (I.e., the target 
groups of the library). Thus, the environment characterizes the types 
of services provided by the library and the resource and utilization of 
the library. The resources of the 11brary--the collection, personnel, 
fiscal assets, and facll 1 t1es--determ1ne the levels of support available 
to the programs of the library, and In combination with the environment, 

^ 

may determine the allocation of these resources to programs. Finally, 
the programs of the library are those sets of activities conducted by 
the library with the use of Its^ resources to meet specific objectives. 
These three data sets combine to describe what a library Is and what a 
library does.^ 

Classification Employed In the Handbook and Structure 

The classification structure employed In this Handbook Is Intended 
to provide a schematic Approach to .the data -efements Identified and 
defined In this Handbook . For the most part, the classification structure 
underlines the structure presented In Chapter III and herein. 



Terms about library resources and environment have been classified - 
at four levels as follows: 

0. Type of library 

0.0 Management data category for environment and resources 

0.0.0 Section, major headings 

0.0.00 Subsection, minor headings 
Detail beyond minor headings are left unnumbered; d^ta at this level of 
refinement are ipost appropriate to internal information systems and coding 
Is left toMocal option. 

Program data are more complex due to the nature of the structure 
involved and require three additional levels of classification. These 
are: 

0. Type of library 

0.0 Management program data category 

0.0. 0 Program, level I 

0.0.00 Program, level II 

0.0.00.0 Type of measure 

0.0.00.00 Section, major heading 

0.0.00.00.000 Section, minor heading' 
Decimals are used to distinguish categories and subcategories of infor- 
mation. 

Since type of library is among the most significant factors in il^or- 
mation exchange and comparison, the primary code in this classification 
represents library type. The following list enumerates the types of 
libraries spearately identified in this Handbook: 

1. Academic libraries 

2. Public libraries ^^^^ . 
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3. School libraries /media centers 

• 4. Special libraries serving Institutions of postsecondary 
education 

5. Special libraries In the private sector 

6. Special libraries maintained by and serving Federal, state, 
and local government agencies 

7. Independent special libraries 

8. Other special libraries 

Certain terms employed in this Handbook--e.g. » library governance, user 
groups, and structure--are type specific and will vary with each type of 
library identified above. In these instances, the classification will 
include the appropriate number correspondent with the above list. However, 
most descriptors, su^h as collection and personnel, are^^l^n to all 
libraries. In thes^ cases, the code designating type of library has been 
replaced with the generic c^ode, "t." This code should be replaced by the 
appropriate digit for the reporting library as the need arises. 

The three, major categories of information— environment, resources, 
an<J/'programs--have been further divided into seven major classes of data 
for the purposes of the classification structure. These are: (1) environ- 
ment (excluding target groups); (2) target groups; (3) collection resources 
(4) financial resources; (5) personnel resources; (6) facilities resources; 
and (7) program data. 

B.. INFORMATION ABOUT THE ENVIRONMENT OF THE LIBRARY 

The first major subset of the structure of Information serves to 
describe the environment of the library. There are a number^ of descriptors 
about the library as a whole that are requisite to management information 
and to reporting needs; however, these data are not a part of program data 
or resource data. Management questions that focus upon the components of 
the library environment are: 5i 



. 9 What are the factors about the Institution, agency, or community 
In which the library resides, that affect the resources or 
programs of the library? 

• What relationships does the library maintain with funders, 
constituencies, or other libraries and organizations wliich 
affect the resources or programs of the library? j- 

• What are the factors about the Internal organization of the 
library that affect the resources or program^ of the llbrar^y? 

9 What are the characteristics of the population for which the 
library is intended to serve which affect the resources, programs, 
or their use? 

Environmental data, then, may be characterized as the eK^ernal setting 
and relationships of the library, the internal organization of the library, 
and the target group for which library services are intended. 

The external setting of the library can be highlighted by general 
descriptors of the community in which the library resides; for example, 
urban, industrial, academic, and so forth. Secondly, the relationships 
which impact resources, dccess to resources, or use of resources by, or 
belonging to, the library is a part of this external setting. Such re- 
lationships include the relationship of the library with its parent 

" ■ ■ ^ - . - . ..... . V _ . 

organization or extra-library governance structure, with other organiza- 
tions (such as networks, other libraries, other agencies), with other ' 
administrative units of the parent organization, and with its funders. 

Relevant internal factors of the library include the reporting 
structure, the service points and outlets of the library, and special 
features about the library's Internal structure which influence either 

« 

services or resource accessibility and availability. 

Population characteristics which are of utmost concern to the library 
administrator are those determinants which affect either the use of the 
library or the nature of the services and resources provided by the 
Hbwary. These variables differ with types of libraries. Within academic 
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libraries, for Instance, pertinent populatibn factors incltjde eYirollments, 
educational levels of studente, course offerings, credit hours taught in 
various disciplines, and ^^Tt oral programs of areas of current research " 
concentration. Similarly, population characteristics affecting school 
libraries or media centers might include enrollments, age, and educational 
levels of pupils, and educational approaches employed. Factors for public 
library populations, on the other hand, are more diverse: educational 
levels, occupational classifications, ethnic make-^, income levels; apd 
unemployment rates. Any or all of these descriptors can provide a basis 
upon which to itompare actual users with the target population. 

Due to the scope of the data relating to the environment of the 

\ ■ 

library, these data have jbeen separated into two parts for presentation 
in the Hajidbook. This ^bsection is limited to an examination of those 
data describing external setting and relationships of the library, 
and the internal organization of the library. Terms about the target 
group or population which the library is intended to serve appear in the 
following subsection of this rhapter. 

Environmental data serve to describe the type of 1 ibrary— i .e. , 
academic, public, school, or special. That is, type of library is defined 
by the sponsor or parent organization of the library, mission of the library, 
and the populatipn which the library is intended to serve (i .e. , the tar- 
get group). These designations further provide general info'r^tion about 
the library, the community in which it resides, possible peers, and insight 
into the atmosphere surrounding the library. ^ 

In addition to the type, libraries differ in their Relationships'^ 
with the outside world. ^In many senses, these relationships place the 
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library In context of its external setting. These relationships neces- 
sarily include the relationship of the library to Its sponsors, to Its 
target group, and to other libraries and agencies. In general, these 
relationships influence the resources and programs of the library and 
affect the utilization of these resources and programs. These unique 
elements in the environment and the necessary type-specific data underline 
the importance and problems associated with the classification of environ- 
mental data. 

As a >general rule, the primary digit of the codes for environmental 
data designates the type of library. The management information category 
(designated by the second digit of the "classi fication code) of the external 
setting and internal organization is designated by the number 1. Type 
specific terms, sflch as the governance of the library, will appear as: 

1.1 Academic library environment terms 
Terms which are not type specific are designated as: 

/..I Library envi ronmentaV data 
Two additional digits are used in the coding of the library environment: 
one for major headings and the second for subsections or minor headings. 
The general code for library environmental data is: /.I. 00. 
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CODE 



TERHS ABOUT THE ENVIRONMENT OF THE LIBrtJ^RY 



UO 



2^,0 



TYFE OF LtBRABY^ 

XCADElilC [JBHARY ■ . 

Acadtmlc library In a maj^r doctoral -granting Institution 
Acadtmic library In a conit>reh«ns1ve xolleja 
Academic Ubrary In a gtneral baccalaureate college^ 
Academic library In a specialized or professional Institution 
Ac^emlc library In a two-year college 

Academic library In a^ multl -program occupational/vocational ' 
school . - ' ' 

Academic library in a single program occupational /vocational 
school 

Academic library in artother institution of postsecondary 
.education * *^ 



3.0 



PUBLIC LTBRAI^y - . 

Public library in urban commufrity 
>" with a population pf less than 10.000 
" with a population of IQ.OOO to 24.999 
"with a population of 25,000 to 49,999 
with a population of 50,000 to 99,9^9 



1 



a population of f^,000 to^249,999 
a population of 2507b00 to 499,999* 



with atpopulation of 500.,000 to 999,999 
with a population of 1»000,000 or mofe 

Public library \t\ a rural community 
Pwblic Hbraff7 in a ruraiKfarm community 
Public library In a rur^^J-nonfapn community 

SCHOOL LIBRARY /f^iEDI A CENTER \ . ' 

School library/media center In an elementary^ school ^ 
School library/media center In a onfe-teacher sghopl . 
Sdhool library/media* center in a' middle school 
School llbrary/medili center In another eTemifntary sc hool 

^ School Hbrary/nfedla tenter In a ' secondary 'school 

School library/media center In a Junior hfqh sthgol 



School Hbrary/mediA* center In a senloy high sch6q1 

School llbrary/medl^ center In a jupior-senlor high school 

School library/media center in a yocatiqnal technical ^ 

. school '., ■• ' ' 
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157 
158 
158 
158 

158 
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15ff 

2<4 

244 

244 

244 

244 

244 

244 

244 

245 - 

245 

245 
245 
245 

256 

254 
254 
254 
254 

254 
254 
254 

255 

255 



CODE ' 


TERMS ABOUT THE ENVIRONMiNT OF THE LIBRARY 


P*9« No. of Dtflnltlon 






VYPF OF r.r'RRARY (contlnuftd) 

\ 




3.0 ^ 


SCHOOU^ LIBRARY /HEDl A CSSTER (contlnutd) 








School llbrarv/mdia ctnttr In anothtr school 
Srhnol llbrarv/mdia cantar 1n A comblnad altfMntarv* 

stcondi^ry school 
School library/madia cantor* In « SDt<;1al tducation school . 

for tht handlciPiMid 
School llbearv/media canter In anothar school 


255 

255 

255 
255 


4 


0 


:^Fi:CIAL LIBRARY SERVING AiV INSTITUTION OF POSTSS:CONDARY ^ 
EDUCATION 


263 


5 


.0 


SPECIAL LIBRARY I.N THE PRIVATE SECTOR 


263 




4 

it 


Special library In a trade or professional organzatlon 
Special library In a comnerclal or Industrial organization 
'Special library In a business or service organization 
Special library In a partnership 
Other special library in the private sector 


^ 263 
263 
263 
263 , 
263 


6 


.0 


SPECIAL LIBRARY miNTAINED BY AND SERVING A G0VERN:4ENT AGENCY 


263 




/ 

• 


National library - » \ 
Special library maintained by and serving a Federal agency 

(other than a national library) ^ 
Special library maintained by and serving a state government 

agency > . . ^ 
^nArlAi llhrvirv m/ilnfalned bv and servlno a local Qovernment 

Agency 

Other special library maintained by and serving a government 
agency 


263 
264 
264 
264 
264 


f7 


.0 


IVDEPE*!DENT SPECIAL LIBRARY 


264 


8 


.0 


JTHER SPECIAL LIBHARY ''"^ 

• 


264 



00^ 
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, CODE 



TERHS ABOUT THE ENVIRONHENT OF THE LIBRARY 



Pa9« No« of Otflnltlon 



t.MO LIBRARY IDSffTIFISFS 



.11 



Cor|»oratt nimt of p«rtnt or9«n1;^t1on or sponsor 



,12 Orgnnlzatlon codev 

.13 Amtrlcan National Standards Institute (ANSI) Standard Library 
' Idtntlficatlon Number (SLIN) 

.14 Location ^ 

Address ^\ 

U.S, congressional district 

State legislative district ^ . 

Standard l^etropoH tan Statistical Area (SMSA) 

County 

.1.20 ihVAi :ONTRk}L 

.21 Public 

Federal control 
State ojr_^tArr1torial control 
School district control 
Regional control 
.County or borough control 

Municipality (including townihip and city) control 
Other public control 

.22 Private 

Pr1vat« for-profit 
' Ind«p«ndfnti nonprofit 

Private, affiliated with a religious group •* 
Other private control ' 

.29 Other legal contfrol 



214 



214 



214 



214 

21 4 

2V4 
214 
215 

, 215 
215 

213 

213 

213 
213 
213 
213 
213 
213 
213 

213 

213 
213 
213 
213 

213 
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.CODE 


TERNS ABOUT THE ENVIRONMENT OF THE LIBRARY 


Page No. of Definition 


e.1.30 


^ . j ■ ^ ' ' ' ■ — " ' ' ' ' 

RKPORTII^O^imiT .STmiCTifRS 




1 . 1 . 30 


ACADEMIC REPORTING-UNIT STRl|?TURE 


V 

159 


.31 


Slnglt-ctmpus Institution 


159 


.32 


Partnt Institution/main campus 


159 


- .33 


Branch c^us 


159 


.34 


Campus In a multl-cafnpus systom 


159 


.35 


Central office 


159 


.36 


Joint library 


159 


2.1.30 

» 


PUBLIC LIBRARY REPORTING-UNIT STRUCTURE / 


245 


.31 


Library board 


245 


. 32 


Board or council (e.g.» city council) which controls the 






legal entity of which the library Is a part 


245 , 


.33 


Official director (e.g.» city manager) of the legal entity 






of which the library Is a part 


245 


.34 


Divisional chief (e.g.. coeimlssloner of education) of which 






the library is a part 


245 


.35 


State library agency 


245 


.36 


Federal agency 


245 


.39 


Other reportlng-unit itructur^ 


246 










< 


/ 
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cooe 




ragt no. 


ot ver 1 ni non 




1.30, 


Rlf:PoBriNO-'VNXT STRUCTURE (cbntlnutd) 






3. 


1.30 


SCHOOL REP0«TIN6-UNIT STRUCTURE ' 




267 




.31 


Stat« departmtnt of education' 




257 




.32 
.33 


Othtr statt education agency 
' Intermedlatt administrative unit 




If 

257 
257 




.34 


Local public school system * 




257 " 




.35 


Segment of local public school system 




257 




.36 


Nonpublic school system , . 




257 




.39 


Other reportlng-unl t structure « 




257 


4. 


V.30 


SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONOARY 
EDUCATION REPORTING-UNIT STRUCTURE 




264 




.31 


A library administered by the central 1 Ibrary of the parent 
Institution 




264 




.32 


A library administered by the school* college, or depart- 
ment of which the reporting library Is a paV^t 




264 




.39 


Other reportlng-unl t structure 




264 


5. 


1 .30 


SP^AL LIBRARY IN THE PRIVATE SECTOR REPORTING-UNIT STRUCTURE 




265 




.31 


Single site organization 

« 




265 




.32 


Main (home) offices 

V ■ 

Branch office ^ 








.33 




266 




.34 


DIvUlon of the main (ho(rte) offices^ 




265 
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C00£ 



TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY 

. % . . . ^ . 1 ■ 



t , 1 . 30 SSPORTISG^ UNIT sr}iucTURE ( con 1 1 nu td ) 

5.1.30 SPECIAL LIBRARY IN THE PRIVATE SECTOR REPORTIWG-UNIT STRUCTURE 
(contlnutd) , 

.35 Joint library 

r 

.39 Othtr rfporting-unit structure 

•\ 

r . 1 . 40 SKRVICE A VA rLABlLITY 

\ rt 

2.1.41 Public library primary service area 

Area In square ml les 
Population I- 

•:.l.42 Service outlet (number of, hours open) ^' 

Central library 
Branch lM)rary 

Affiliated library ^ 
Bookmob 1 1 e/med 1 amobi 1 e 
Other service outlet 

t,1.43 ^ Service points (number of, ht)urs avallabK) 

Within cen tral library ^ - ' 

Within branch library 
Bookmoblle/medlampblle stop 
Within other se rvice outlet 

^^.1.50 RBLATIONSniFS ' ' 

.51 Relationships to learning re sourc e center (academic and 
school libraries) 

Not applicable (there is no learning resource center) 
Part of the library " 

Administratively equal to the library and under a common 

administrator 
Library is part of the learning resource center 
No formal relationship 



Page Ho. of Definition 



266 
266 
XO 

245 

245 
245 

260 

261 
261 
261 
261 
261 

261 

261 
261 
261 
261 



212 

212 
212 

212 
212 
212 



r 
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''CODE 


TERMS ABOUT THE ENVIROHMENT OF THE LIBRARY 


Page No. of Definition 


'^J ,50 


■ — " "■ '—••7 — ■ 

if 

RS'ATTOMSHIPS (contlnutd) 




.52 


Consortium* nttworkt afid cooptr«t1v« tndtavor # 


179 




Participation In local cooptratlvt activities 


179 




Participation In rtglonal or Intrastatt cdoptratlvt 






actlvltlts 


179 




rartic 1 pati on in a didi lograpmc scrvica cwnv^r 


179 




Piirtir 1 oaf Inn In a bibl looraohlc iftllltv 


180 




pjirtlrlDatirm In a cantrallzad Drocasslno cantar 


180 




^jirf Irln^f inn tn a union ratalno nr uninn list cooDaratlva 

igl Lll«|UBbl\/ll III CI Ulll ^A* 1 \«VI^SI\/y \/i IJIIiw** \« vw j# V I w * V V 


180 




nr^nHAr^f /ofhar* fhxn fhrniinh fhA Ahnvii) 


180 




PjirflrlnAf Inn In othsr ronsnrtlum. natwork^ or COODaratlva 






#nr1#ji vni^ 

/ 


180 


. 53 


rooDaratina llbrarlas 


180 




Acadamfc libraries 


157 




Public libraries 


244 




School libraries/media centers 


256 




special MDraries serviny insLiLULions ot posL^oLi^nuai y 






Afiiirji f 1 nn 


263 




^nmrih} 11hrAri»« In tha Drlvate* sector 

3l/iZ^ lOli 1 ll^iOii IV> III l»li« ^1 iTWv« -» ** ^ V, V/ • 


263 




^n*r ^ a1 ' 11 KrAriAi( fflAlnffllnsd hv And s#rv1n<i oovernnent 






a9encies 


263 




I nrlAnAnHan f cnJinljil 11hirJir*1a4 


264 




Other special libraries 


' ' ' 264 t 








.54 


Progrummatlc activities supported by relationships 


235 




Information services 


235 




Interllbrary loan services 


239 


Collection development services 


239 




Materials acquisition aervlces 


240 




Materials organlzatloH and control services 


240 




Other proqramnatic activities 


235 

4 
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CODE 


TERMS About the environment of the library 


Page No. of Definition 


^ 1 an 

I . 1 « 






♦ O 1 




199 


.83 


Prtdomlnant ciltndar sys^tm (schools and Institutions of 






posttecondary tducatlon) 


232 




Singit ttrm 


232 




Quarttr * 


232 




Semester 


232 




Trimester 


232 




4-1-4 plan 


232 




Other division 


232 


3.1.84 


School day 


255 




62 
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^ TARGET GROUPS 

The description of the target group is a major component of environ- 
mental data. Due* to the importance of th6 target group in evaluating both 
the resources and the programs of the library. It is addressed separately 
in this section. The target group is considered to be that group of 
individuals and organizations which the library, by its mission, is 
intended to serve. Typical Ij^, the target group coincides with the em- 
ployees., enrollment or affiliates of the parent organization, or the 
population of the community in which the library resides. In general, 
descriptors of the target group differ with type of library. 

Within academic institutions, importar^t target group characteristics 
include headcounts of enrollment, educational levels, disciplines, and 
academic status of the institutional enrollment, along with areas of 
research being cSnducted by institutional employees. Factors describing 
the target group of the public library may include headcount, educational 
attainment, -^ccupati©n*l levels, age, racial/ethnic characteristics, 
unemployment rates, and income levels of the individuals in the ^community . 
For school libraries, crucial population features include enrollment 
counts, grade levels, age, and enrollment status of school attendees. 
Population characteristics of concern to special libraries In academic 
institutions parallel those of academic library target groups generally. 
For other types of special libraries, descriptors of the ta^rget group 
may coincide with employee characteristics, numbers of organizational 
affiliates, and levels of security clearance necessary to access portions 
of classified collectiWis. It should be underlined that special library 
descriptors are developmental, and require further testing and refinement. 

6r 



! 
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Clftsslfl cati on of Terms abogt the Target Group / 

The general code assigned to target group terminology Is 2 (I.e., 
t.2.00 Is the code for library target groups). Where type-specific 
descriptors of the target, group are employed, the appropriate code Is 
used.' For example, academic library target groups are coded as 1.2.10, 
and public library target groups are coded as 2.2.20. The library type 
designator Is also used as a section code. This allows the library which 
serves multi-type target groups (e.g., an academic library which serves 
t^e local community or a public library which serves the local schools) 
to segregate these diverse populations and relate them to other libraries 
which serve multiple populations. For the -purposes of coding, only one 
additional level of Information has been assigned a classiffcation. This 
conforms to the coding scheme employed with other environmental data. J 



I 



CODE 


TERMS ABOUT THE LIBRARY TARGET GROUP 




4 

Page fio, of uef inition 

it — . — ^ — 


t.2.00 


TARGET GROUP 




\ 

\ 268 


\oi 


Ctnsus dfttt 




i 


.02 


H««4counts of targtt flroup 




; 204 

<. • 

• i 


t.2.10 


TARGET GROUP TDSNTZFZERS/TKAITS 




1268 


.11 


Individual Identification 






.12 


Age ranges 




161* 


.13 


Sex 

Male 

Female ^ 




262 

262 
262 


.14 


Race/ethnic fdenti f Icatlon 
Hispanic 

Nonhlspanic, white 
Nonhlspanlc. black 
American Indian or Alaskan rtatlve 


« 


249 

" 249 
249- 
249 




Asian or Pacific Islander 
Oth«r/unknown 




249 

249 


.15 


Handicap category 
None 

Visually handicapped 
Hearing handicapped 
ueaT-Diina 

Orthopedltal ly handicapped 
Other health handicapped 
SnMrh handlcaoDed 
Mentally handicapped 
Hultlhandlcappe^ 




203 

203 

203 

(. 203 
203 
203 
203 
203 
' 203 
203 V. 




f 

^ Language proficiency 




212 




Proficiency with English 


r 


212 
212 


/ 


Primary language 






Other language(s) In which proficient 


V 


212; 
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CODE 


- -■ - ■ ■ . .1 t • , -- . _ 

TERMS ABOUT THE LIBRARY TARGET QRfcUP 


Page No. of Otfinition 


f .2.00 


TARGET GROVP (contlnutd) 




.17 


Disadvantagt status 


185 




No disadvantagt 


18S 


• 


Abademic disadvantagt 


185 




tconoini c a i saQvantagt 


185 




Cultural d1 sadvantagt 




*> 


Functional 1y 1111 ttrate 


lfi<) 

1 UvT 




Othtr disadvantagt 


IAS 


K2.20 


ACADF:MrC PIBRAHY TARGET GROUP 

ft 


• 

158 


.21 ' 


Minimum admissions rtqulremtnts 


224 




Only the ability to profit from attendance 


224 


■ 


High school graduat1o?1 or recognized ef^uivalent 






Hldh school Graduation olus an indication of suotrior 






academic* aotitude 


224 




Two-vear colleae oraduation 


224 




Four-year college graduation 


224 




Other minimum admission reQuirement 


224 


.22 


Highest degree offered 


204 




Certificate or diploma 


204 




Associate degree 


204 




RxrhplAr^c d#arii# 


204 










f 

Mac fAr ' c ' iti»nr*p# 






DnrfnrA 1 dparA# 


204 *^ 




OfhAr* rprt 1 f^i rji fp dlnlfHTiJi nr dtkQrt^t^ 

\J I, lie 1 V.d V>ll IVi.CII.Cf vlipi V/1IICI f \JM UOV^IwC 


204 


.23 * 


Academic student credit hours 


160 




Academic course level ' ^' 


157 




Lower division 


157 




Upper division 


157 




Graduate/professional division 


157 




Other 


157 




Discipline/subject matter 


185 



I 
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TERMS ^BOUT TH^ LIBRARY TAR6ET OROUP 



C.2.00 PAFGET GROUP (continued) f 
K2.2.0 ACADEMIC LIBHAHX TARGET GROUP (continued) 

.24 Acadtmic student counts 

Acadtink studtnt Itvtl 
Undtrgraduate studtnts 
Graduate studtnts ^ 
Nondegree/nondlplon^^/nonctrtlflcate students 

Academic student major program 

.25 Academic Institution employte counts 
Research (Instruction) .employee 

Olscipl Ine/subject matter 

Level of research Involvement 
Other academic Instutlton employee 

.29 Other academic l ibrary target group 

2.2.30 PUBLIC llBHARy TARGET JROUP 

\ 

.31 Density of population In public library primary service area 

,32 Educational attainment (of adult population) 

No school years completed 
Elementary school years completed 

1 tai 4 years completed 

5 to 7 years completed 

8 years completed 
High school years completed 

1 to 3 years completed. 

4 years completed 
College years completed 

1 to 3 years completed 

4 or more years completed 
Unknown i 



Page No. of Ojuflnltlon 



160 

' 160 
160 
160 
160 
160 

N 188 

262 
252 

188 

l!l& 

246 

245 

187 

187 
187 
187 
\ 187 
187 
187 
187 
187 
188 
188 
188 
188 



CODg- 



TCRHS ABOUT THE LIBRARY TARGET GROUP 



If 



^.2.00^ / TAHGKr Cf^ChT fcontlnued) 

2.2.30 PI/BI.IC lABHAHY TAMlT (continued) 

,.33' Em^loymtnt cdt^egorlts (of Jittult population) 

Proftsslonal and business #rkers 
Sales and services workers 
Manual workers 

Service ami household Workers 

.34 Faml ly 'lncQiMiv, 

Under $1 ,600 
$1,000 to $4,999 
$5, cop to $9,999^ 
. JIO.OOO to $14,999 
$1^,000 to $24 '999 - 
$2i<000 to $49,999' 
$60,000 and above 

r 

.39 Other pjJbHc Hbrary target group 

3.?'. 40 jrihx^i u:iiRARY/^fFn[A r^i'Eii rAm;E': -^mfP 

.41 Minimum admissions requirement(s ) 

' Location Qf residence 
Age 

Gr^de^r year standing 

Successful completion of an entrance requirement or other 
te^t 

Achievement in school work 
Special ability, a^)titude, or interest 
Special need 
Court cortmitment 
Current employment 
Employabi 1 Ity 
Other requirement 
' No requirement 



Page No, of Otfl^^ltion 



246 

246 
24^ 

246 
246 

246 

247 
247 
247 
247 
247 
247 
247 

246 
256 

224 

224 
224 
224 

224 

225- 

225 

225 

225 

225 

^25 

225 

225 
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CODE 



' TERMS ABOUT TflE LIBRARY TARGET GROUP 



Page No. of Definition 



t.2.00* ' TARGET GRauP (contlnMed) 



3.2.40 
^ .42 
.43 
.44 



SCHi)OL LIBRARiymDIA CENTER PARGRT GROUP (^continued) 
School compulsory attendance age span 
5cho<)l permissive attendance age span 

School student counts 

School avera^ dally attendance 
School average dally membership 
School grade or^year enrollment 

School employee counts 

Classroom teacheV 
Other school employee 



.49 Other school library/media center target group 
4.2.50 spec:a[. lisraby serving an r^STi'^urroN or postsecondary 

EDUCATIOiV TARGET GROUP 
(see (descriptors for academic library target group) 
5.2.60 :-PEc:TAL^ :.IBRARY IN THE PRIVATE SECTOR TARGET GROUP 



.45 



,61 
.62 



Security clearance status (If i^licable) 



Parent organization ertiployee 



' ^licabl 
I ovee N 



Research (instruction) employee 
Level of research involvement*^ 
Discipline/subject matter 

Other employee 

.69 Other special library target group 



255 
257 

258 

258 
258 
258 

188 

256 
188 

256 



265 " 



265 
265 

188 

252 
252 
252 
188 

265 



ERIC 
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CODE 



TEPMS ABOUT THE LIBRARY TARGET ^ROUP 



^.2.00 rAmiFT iFOUp (continued) 



6.2.70 SPtVlAi ilBHAHY .Hf^iyTAINED BY A.V'J SKHVim; A (A;i^CT,VWCTr ACKNCY 
TASGKT VROUF 

4 

.71 * Security clearance status (if applicable) 

,72 Government officials 

.73 Agency employee c ounts 

Research (instruction) -employee 

Level of research Involvement > 
Di^cipl in^/subject matter 
Other emp loyee 

r. 

• 74 Co ntractors to the agency ..^ ' > 

■\ 

. 79 Other specjaXJJ^-^l^^l^ 

7/d.m i^nEPF.^WKiTr Sy^riAL LIB!^ry<y PAnCEZ Gn.'UP 

(categories of target grbup^should be self-defined) 

8 . 2 . 90 ' THKR SPECIAL j.lBIMSY rAB.JET '.'Ih'l'F 

(categories of target group should be self-defined). 



Page No, of DeflnUlon 



265 
265 
265 

181 

252 
252 * 
262 
188 

^'66 

265 
265 



265 
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D. RESOURCE DATA 

This section describes the resources that are available to the library 
and may be utilized to pr*ovide services to the library''* clientele. The 
most prominent resource is the collection. In addition to the collection, 

other resources include personnel resources (i.e., the employees of the 

library), financial Resources and liabilities (e.g., endowments and debt 

^ 

services), and facility resources (i.e., the library buildings emd equip- 
ment). 

Resource management is a Vital concern to managers in all sectors. 
The management of a resource incliides not only a* quantitative description 
of that resource, but also some determination of the quality of that re-^ 
source. In the case of library management, it is severely limiting to 

1 

describe the collection resources, for example, only in terms of dollars 
and size. Instead, it is much more desirable to assess both the quanti- 
tative and qualitative-aspects of the collection. These same concerns 
apply to personnel, financial, and facility resources of the library. ^ 
For example, although library personnel are assi.grie^ to. specific tasks 
within the library, taken as a group, the staff represent a major rescTurce 
of the library. Thus-, the library manager ha!f an acute ne^d for qualita,- 
tive and quantitative information about the resources available'To the- 
librciry. 

Classification of Terms about Library Res ources 

Each resource category is separately coded and separately discussed 
in the following subsections. Codes associated with these resources are 
as fol lows col lection, t.3i financial, t.4; personnel, t.5\ and facili- . 
ties, t.6, where t indicates the type of library, ^tost resource tiesriptors 
are common to all- types of 1 ibraries (i .e. , resotirce description is not 



type "specific). However, while the physical description of the collection 
(e.g., physical units of holdings) is identical for all types of libraries 
the measure of relevancy of the collection (whi-ch is based largely upon 
the correspondence between the content of the collection and the charac- 
teristics of the target population) differs with the target group ch'ar- 
acteristics--i .e. , it is type specific. 

The generalized resource codes are: 
t. Type of Library 
.0 Resource Category 

.0.0 Section . • 

£.0.00 ^ Subsection 

where '7" is the code for type of library. \ 

C ollectio n Resources 

The collection, represents t^^ basic resource of the library and the 
most frequently measured and evaluated. Thus,, the libr^iry manager has and 

needs a significant amount of information, both quanti tati ve and qualita- 

t ■ , 

tfve, about this resource. Traditionally the physical description of the 
collection has been most'readily available and most widely collected. , 
With the increasing use of computer support systems, it becomes equally 
feasible to describe the collection in terms of its intellectual content,, 

relevance to target groups, accessibility, availability, and uti 1 izatlori. 

■ ' ■ ' i ' 

Further, it is possible to evaluate the total information resources to" 

•which the i"nciividual library has access through networks, within th^ state 

across states, or nationally. It is important X,^ t>ie library manager to'^ 

evaluate not only tb^.Vesource^ under the oontr^i'-of the library^ 'but 

through networ^^s^ And cooperatives, those additiorwrl resour(^es to which 

the liljrary has, access. ' , • 

•* /J • • ■ ■■ • ■ ■ 



In general, the following types^f measure's are appropriate for the 
collection: physical* description, Intellectual description, relevancy'^ 
accessibility, availability, and utilization.- ^ 

Physical description nwasures the physical dimensions of the library 
collection. Physical dimensions are depicted within thfs Hand book in 
terms of the numbers (physical units) and the types of format represented 
in the collection. For some managelnent purposes, factors \Such as shelf 
space utilized, oversized print materially, .square footage required to 
store materials, and so forth, may also be useful pieces of information. 
However, physical units in combination with materials format, general, 
are considered sufficiently descriptive of the physical dimension of the 
collection. Such information is important-in facilities planning, inven- 
tory control, and processing requirements. 

Descriptors of the intellectual content include the l^ibl lographic 
units and titles held, and the breadth and depthvOf the collection. 
Characteristics of breadth are fundamental- in determini|hg the capability 
of the collection in meeting general Information needs. The measurement 
of the scope of Intellectual content is difficult. Simpl istical ly , aiid 
within the confines of the Handbook , it is measured in terms of the 
topical areas covered and the extent of that coverage provided by the 
collection. Depth, on the other hand, describes the capability of the 
resource to meet specialized needs and is measured in the terms of density 
or number of titles within subject areas covered by the collection. 

The relevancy of the collection implies the objective capability of 
the^colleftlon to meet the ne^ds W the librarj^' s ^^rget group: In part, 
r^evancyt#>eflected in utilization of the collection; hoover ,j there 
art other» measure of relevancy which can be examinee^ in "relationship to 
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4 

the collection. These measures encompass such factors as "appropriate'* 
depth and breadth of the collection, age of the qollectlon, and capability 
of the collection to meet the anticipated needs of the library's target 
group. There Is considerable difficulty in advocating any particular 
measure of relevancy app^prjate ^^libraries ii\ general; such measures 
are contextual and relate to^the community which the iHrary is Intended 
to serve. Fuller, there are ho obvious and direct \nea s ur ej^^ r^i oya ncy . 
a^^di^oo 

density of coverage ^rt^d recency of acquisitions with features of the 



Instead, the Handbook sugges\^<iijie correspondence of subjects covdred, \^ 



library's target group. In academic setttngs, for example, the subject 
Strengths of the col lection need to be mapped to the disciplines and 
research areas represented by faculty and studWs. Similarly, among 
school libraries, collections njight b^ best examined in light of grade 
levels. 

, Availability is another measure used to evaluate the collection. 

9 

-Specifically, availability refers to whether the title* or l^ormation 
requested by the user is held in the col lection, at. al 1 . Examples of these 
measures include the total requests versus requests filled "by the collec- 
tion, and the percerjVof current publkations which are purchased by the 
library. Concepts of availability also expend to the availability of 
resources to the library through Systems and networks. ^ 

Accessibility refers to the physical positioni-ng of collection mate- 
rials and the ease with which the user can locate the desired information. 
Measurement is based upon Issues such as the delivery time of materials 
to the patron from the collection! from off-site storage, and through 
recall of materials in circulation; the ease with which a patron can 
locate desired materials through the public cataloged on the sh^K; and 

' >••• Hi 
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the unsatisfied demand for materials which are owned by the library but 
are Inaccessible (e.g., lost. In circulation, in bindery). Measures of 
accessibility also can be^ipplied to materials available to the individ- 
ual library through resource sharing agreements and networks. 
[ Finally the collection can be assessed through utilization. Utili- 
zation measures are an indication of the value of the collection to the 
user. The manager needs to know how much of the collection is used and 
by whom (through both circulation and in-library use); what percentage of 
the collection is circulated through interlibrary loan; how often indi- 
vidual items from the collection are used; to what extent the collection 
remains unused; how many patrons are repeat users; the demographic profile 
of the user and the types of material used. Utilization measures best 
correspond with U^er and activity measures discussed later; however, the 
concept is useful in the evaluation of the collection as well. 

Decisionmakers and library managers need to be aware of the growing 
need to assess the collection of any individual library in context with 
the resourcers available to the library through external sources, e.g.', 
regionaCl, state, and national rjetworks. Thus, while the collection of 
the iftrary needs to be evaluated on Its own merits, it equally must be 
viewed In relationship to other available resources. 

Cla ssifi'cation of Terms aM it the Collectio n Resources 

As indicated earlier, the coding designation for collection resources 
is "<:.3," where t represents the type of library. In general, the following 
classification is more detailed for the physical description of the col- 
lection than other measures of the collection. Sped ficallyj, the physical 
description of the collection is coded as folTows: 



■ 1. • 
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t.3. COLLECTION/RESOURCES 

t.3.10 Collection counts 

t.,3.20 Collection categories ^ 

t.3.30 Materials format of print and print facsimile 

t.3.40 Materials format of ot^ier material 

Other dimensions of collection description are coded as 

t,3.50 Intellectual dimensions 

t.3.60 Relevancy of collection resources 

<:.3.70 Accessibility of collection resources 

fc.3.80 Availability of collection resources 

t.3.90 Utilization 
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cooe 


TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY 


Page Ho\ of Definition 


f .3.00 




176 


.01 


Collection book value 


173 


?..3.10 




174 


.11 


Title 


175 


.12 


Physical unit 


175 


.13 


Volume • ' 


271 


.14 


Volume eoulvalftnrv 


271 


.19 


Other collection counts 


174 


: .3.20 




173 


.21 


(icneral library collection 


173 


.22 


Reference collection 


173 




Ready reference collection 


173 




Reference file 


173 




Vertical file 


173 




General reference collection 


m 


.23 


Classified collection 


173 


.24 


Reserve collection 




- .25 


/ 

Nonprlnt col lection 


174 


.26 


Special collection 


174 


.28 


Off-site storage collection 


174 


.29 


Other collection 


174 
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TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY 



f.3.00 cou€CTro}/ RKSOUHCFS (continued) 

t /3 . 30 }4ATESIAC^ FOHfiAT CP P^INT AND PRINT FACSIMILE 

.31 Print (or printed) material 

Book 
Serial 

Periodical 

Bound periodical 
Unbound periodical 

Newspaper 

Serial service 

Other serial 
Other print (or printed) material. 

Pamphlet (not In vertical fllfe) 

Vertical file material 

Other print material 

. 35 Microform 

.Aperture card 
Microfiche 
Microfilm 
Other microform 

.39 Other print and print facsimile 

.41 Audlorecording \ 

Audi oca rd 
Audiodisc 
Audlopage 
Audiotape 

Other audlorecording 

.4i2 Computer material 

Computer printout 
Magnetic storage 
Other computer material 



P«g« No. of Dftfinltlon 



218, 232 

218 

218 
218 
218 
218 
218 
219 
219 
219 
219 
219 
219 
219 

219 

219 
219 
219 

220 

232 
218 

220 

220 
220 
220 
220 
220 

220 

220 
220 
221 
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TERMS AlOUT THE COLLECTION RESOURCES OF THE LIBRARY 



P«9C Na. of Definition 



t.3.00 CVLLKCTICN RfiSOUFCES (contlnutd) 

t . 3 . 40 MTERXAJU$ tVimf OF OTHER MTRHIAL ( COn 1 1 nu«d ) 

.43 Electronic display iMttrlal 

Yidtodisc ^ 
Videotape 

Other elfctronic display material 

.44 Pictorial representation 

Atlas 
Chart 
Map 

PIctMre 

Other pictorial representation 

* .45 Projected or magnified material 

Fllmstrip or fllmstrip set 
Hologram 

Motion picture film 
X Overhead transparency 
Slide 

Stereograph 

Other projected or magnified material 

.46 Three-dimensional material 

DioranMi 

Exhibit * 

Globe 

Mock-up 

Modtl 

RMlla 

Simulation material 

Other three-dimensional material 



221 

221 
221 
221 

222 

222 
222 
222 
222 
222 

221 

221 
221 
221 
' 221 
222 
222 
222 

222 

222 
222 
222 
222 
223 
223 
223 
223 



1 



7^ 



-74- 



CODE 



TERHS ABOMV the COLLLCTIOH RESOURCES OF THE LIBRARY 



-.3.00 SOLLKCTION RESOURCES (contlnuijd) 

r:.3.40 MTKHJAL^ FomT OF OTHSR MATERIAL (continued) 

.49 Othtr mattrlal format 

Bralllft material 
Kit 

Manuscript 
Scorflfc 

• Other material format 

'.3.50 J yrFl LbXrUA L :J :AiF/V57 ONS 

.51 Collection breadth 

Titles held ^ 

Intended target group of collection resources 

Dj^^sclpHne /subject matter covered by collection resources 

Age ranges of audience (If applicable) 

.52 Collection depth 

Titles In each dijcjpj 1 ne/subjec t matter covered by 

collection resources 
'Titles In each age range of target group (If applicable) 

r:.3.60 -^RLSVANCY JF .'JilE^STICN RE.'k'l!:U'Fi; 



.61 



.62 



.65 



Appropriate breadth 

Correspondence of collection breadth to library's target 
group 

Appropriate depth 

Correspondence of collection depth to library's target group 

Currency of collection resources 

T1 ties added during reporting period 

Circulati on transactions of title during reporting period 



Pag« No. of Definition 



223 

223 
223 
223 
223 
223 

176 

176 

175 
268 
185 
161 

176 

185 
161 

176 

176 

176. 268 
176 

176. 268 

177 

j75 
171 
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COD£ 



TERHS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY 



.3-00 COLLECT ION RESOURCES (contlnutd) 



r.3.70 
.71 



ACCSSSIBIin^ OF COLLECTION HhWURCES 

PTSon timt dtvottd to locating Item 

PMt?1ic ottloq 
In yhtral library colltction 

lag timt from ttm of ustr request/entrance to library to 
time of obtaining desir#d material 

from general libjrary collection « 
from off-site storage 

from circulation (i.e., through recall) services 
from technical servicey . (e.g. . bindery) 
from elsewhere 



.74 U/isati*f1ed delnand for cqI lection resourctts owned by the 
• library but inaccessible 

f . 3 . 80 AVATUPIljir y • ::OLLErTlON RESOURCES 

.81 Breadth of materials added to Collection resources 

Percent of domestic nongovernmental publ ica_tio ns currently 
published added to collection 



.82 User group demand 



V 



I 



Percent of title requests by a library user filled by the 

collection resources 
Number of interlibrary loan borrowing requests for material 
not owned by the library 

t.3.90 UTILIZATION 

.91 ^Circulation transactions of title within reporting period 

.92 Interlibrary loan lending requests for title within the 
reporting period 

,94. Noncirculated volumes rtshel ved 



PAge No, of Definiiion 



177 

234 

244 

173 



233 

173 
174 

238 
239 



176 

177 
176 

217 
270 

176 
II 208- 
177 
171 

208 
226 
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F1 nancl a1 , Resources • / 

The financial resources of the library Include assets, liabilities, 
and fund balances directly attributable to the library. For many li- 
braries, such assets and liabilities are directly attributable tq the 
parent organization rather than the individual library, and shoutd not 
be^bf^sldered here. Assets are typically such items as cash. Investment^ 
accounts receivable. Inventories, and endowments. LI abl titles Include 
such Items as accounts payable, mortgages, and bonds. Fund balances 
encompass unexpended balances, unexpended plant funds, investment In 
plant, and so forth.. From a practical perspective, several types of data 
may be desirable for the library manager to maintain based upon the par- 
ticular circumstance of the library. These are (1) a statement of assets 
and liabilities of the library, (2) a description of unique endownients , 
and (3) a description of the long-term debt, di rectly attributable to -the 
library. 

Financial resources should be dis tingiuished from income and expendi- 
tures, whi;:h form in part programmatic data discussed in the following 
sectloi^ For example, white unique endowments are considered an asset, 
endowment Income is described as a current fund source and a descriptor of 
library programs. 

The general classification for financial resources is t.4.00, where 
t denotes the type of library. Assets are classified as 4.10, and lia- 
bilities are classified as 4.20. 



8a3 



CODE 



TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY 



: . 4 i 00 yniA ^k:TAL RESOURCES 

.01 Dollar amount 

.02 Do11a.r equivalency 

C,4.10 ASSETS 



.11 Cash 



4' 



12 Investments 



13 Pledges receivable 



,14 Accounts receivable 



-.16 Prepaid expenses and deferred charges 

^"^^ • V 

.17 . Plant 

.18 Interfund borrowing due from or to other funds 
^19 Other assets ^ 

I 

.51 Accounts payable and accrued liabilities f 
.52 Notes, bands, and mortgages payable 
.53 Deposits 

.54 Deferred revenues' ^ * 



.59 Other Usabilities 

1 ♦ 

4 t 

t,4.70 ro.vr BALAi'^CES 

' .71 Currenjt-fund' balance 



X 



d/s 



,73 Endowmeflt and/simllai* fund balante- 



Page No. of Definition 



197 
186 
186 
198 
198 
198 
198 
198 
198 
198 
198 
198 
1^8 
198 ■ 

J98 •„ 
v 

199 
199 
199' 
199*"' 
.199 
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CODE 



TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY 




rA4.00 FlMNCIAl. RESOURCES (continued) 

t.4.70 FUND BAUltCES (contlnupd) 

.74 Unexpended plant' fUrt'd 

.75 Funds for renewal and replacement 

.76 Net Investment In plant 

.77 Funds for retirement of Indebtedness 

.79 Other fund balances - 



Page No. of Oeflnltlon 



199 
199 
199 
199 
199 



I '^ 



\ 
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Personnel Resources . ,1 

Growing /emphasis is being placed upon the personnel resources of 
the library. This emphasis has been fostered by several devH opments ; 
the significant proportion of the library's budget devoted,. to jjersonnel 
costs; increased concern with affirmative a<ition and equal, opportunity; 
growing dependence upon the quality of >ersoftnel resourtes for thepro- 
vision of adequate information services; and concerns with salary and 
professionalism within the library community. From management , per- 
spective, personnel, the amount of resources aval lable, and the related 
costs of this resource are all of concern. From a reporting perspective, 
such issues as racial/ethnic characteristics and handicap status are 



important. 



Personnel resources are examined t)n three levels! (1) individual 
identifiers and characteristics; (2) conditions of employnjient; and (3) 

i/1 total, the resources avait^ble for allocation to prograqis.: Employee 

■ ^ •,. ;<, ■ 

identifiers and characteristics are independent of the indlvidtial's 



employment and include such factors as e(fucati|5nal attainment, eiperienc^,,. 
racial/ethnic identification, sex, and so forth. Many of these; iddnti- . 
fiers, such as sex and rac-i a 1 /ethnic identlficat^ionf are needed> to conform 
to the Office of Civil Rights' and others which' require such information* '': 
However, these categories are subject *o chan'ge, and^'the library admi)i-v 
istrator should adjust categories of emp^oyj^e descriptions as^ these 

. • ■ y ' : ^ ^ 

changers occur. Employment conditiorts^ characterize the fiidivjduiil'^ 

„ ■ ^ « ■ . .*.-,/.•' 
reUttonship with the library, including contractual ^rrangfements , terms 

./ ■ ♦ 

of appointment, employee cMegory, asslghment, status, and' jCompenstk^ion. , 
Finally, these personnel combine t<f*lTiak6 up the totah resour^^s . , 



ava11at>1e to conduct library programs. In th.is sense, the lil^^-y managei^ 



\ vi concerned wltH the amount of and types of personnel resources availabl 
While the first' two leveVs are measured In terms of headcounts, this last 
category Is measured by full-time equivalents based upon service m6nthsj. 

Thfe general code used to designate personnel resources in this Harw- 

^ ^ - ... 
book 1^ t. 5. do, where t rqpi^esents the type of library. Consisteh^ with 

" ' I " '■ • ' 

- earl'iet^ classification substructures, personnel resource^ are classified 



as: 

t.5.0 
t.5.00 



:r?( 



PERSONNEL RESOURCES 



Major Headijig 
.'Subsection 



I 



Y 



■ \ 



-A. 



'*^>^,- «00E " , rpr&S A^T THE PERSON 

./j'--^— -TT r— — 



PERSONNEL' RESOURCES OF THE tIBRARY 

-- X * ••■ ' — 



I Service mont hs of imv^^nnel resources-' 



'02 . Headcoynts^ of personnel resot>rcts 

-03 . j:|Jll-'/iff>e"1squ1va1ent ( PTE) counts Of personn^J resources , 

. .n 1 Individual Idej^^tl f1 cation 

-» 

^ s 

Age , . 

. ^ \ Under 2S;gj|J»rH ^ 

' ' ^25 to 34 ytars 
, . . . 35 to ^iv^ars 
45 to 54^ears 
55^ to 59 years 
60 to 64 years 
5 to 69f^ars 

ears and over / 



v.. 




V 

.f*y Sex 



Male 

I f^m 1 e 




14. Race/ethnic Identification 

'Hispanic '« 
Npnhispanic, wh'Jte ^ 



NonhlspAnIc, black 
* Americanjtondian _dt AlAskan native 
Asian or P«:ific Island>!r \^ 



\ 



"^^-^Nonre^ldenj^ ali^rt 




r 



Page No. of Definition 



229 
188 
188 
188 

228 
228 
161 




N 



' 262 

' 262 
* ,262 

24St. • 
249 

249 
249 
249 
' 249 
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CODE ^ TERMS ABOUT THE PERSONNEL RESOURCES OP TH^LIBRARY 



r .S.OO PKFSi^:^KL n*£\sv)///7(T6^ Jconti nued ) 

r.b.lO FKHSONNRL IPENTf yn:H:?/rHA!TS (continued) 

.15 Handicap category 
None 

Visually handlcaiyed 
Hearing handicapped 
Oeaf-blind 

.Drtho^lcall/ handicapped ^ 
Oth*r heKlth handicapped ^^"^ 
Speech .hdpcfti^jDped 
Mentally handlcafepe^ 
U1^)andi capped 




16 Ed'ucationiTldttalnnient ' 



Less ttvan high ^Lhool graduation 
Certificate or diploma ' 
Associate degree 

Bachelor's dejjyree ^ ^ . 

^' " lister's degree •■ . ^ * 

In lnfprmatlon/1 ibrary science 
in inedla/educational tet*^ndlogy ^-.^ 
two or more master' s^degrees (or master'Vand first 
prp^ssiona> degree) 

one of which is in i nformatlon/ library science 
one'of which is in nH?d1a/educat1ona 1 t^chirology 
^ , none of which Is in information/library science or 

..-^....^media/educational technology 
^O^^ral degrpe ^ 
Other"^ ' • 

.18 Profes^^lonal aff 1 1 iations- or appoi^rtments 



,19 Other pe ns o nne j t de n 1 1 f 1 e r s / 1 r a 1 1 s 
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CODE 



TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY 



t.S.OO 



.32 



HKSOlJHCt::^ (continued) 




Personnel resource CAtegory 

Executive/admini strati ve/iMnageri a 1 professional 
Special 1st/ 1 1t)rary professional 
Librarian 

Media professional 

Subject specialist 

Other professional 
Technical employee 

Library techrvlclAH 

Mebia technician 

Other technician 
Office/clerical employee 

Secretarial /clerical employee 4^ 

Page/student asslstant/shel ver 
Service employee 

Compensation 

Salaries and wages 
Fringe benefits 
Source of compensation 



.J3 Term of appointment 

Tenure status 
Appointment period 

.34 Status 

Full-time employee 
* Part-time employee 

" *. '\39 Other personnel conditions of employment 



Page No. of Definition 



228 

229 

129 
229 
730 

;^30 

230 
230 
230 
230 
230 
231 
231 
231 
231 
231 

194 

I94 
194 

22i) 

228 



228 

228 
278 

228 
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CODE 


TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY 


Page No, of Definition 


' . J . uu 


. ___v- - - 








267 


. 0 1 


• 

v>0i VIC© iTiontns ut ^tuufrni. ai^iatarit^ 






nvAUviUUnt. UT sLUUviiL assi^UuiiL^ 








^ 194. 


♦ , b . oU 


{^'s.}N LS i tlu i r i I VULjUN i c^c^tx / oC/TKM-fl^^ 


1 95 




borviCw nK}ni.n5 ot contr ioulcu acivii^e^ 


188 


.62 




188 


,63 


Dol la^ equt valency of contrUjuted (volunteer) services 


,186 



.00 
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FdclHties Resources 

Facilities resources form the final resource category in which to 
describe the assets of the library. The library manager needs to have 
an overall picture of the amount of facilities (physical plant) resources 
available to the library, the cost and quality of library facilities, and 
the special equipment available to the library. 

This Handbopk provides several ways to describe the space available 
within the facilities resources: the capacity of the library to house the 
collection, the actual usable space contained within the library as mea- 
sured in square footage, and the seating capacity of the library. The 
value of the library facilities is measured in terms of the estimated 
replacement cost of the <faci 1 1 ties and the capital equipment housed 
within the library. Further, the condition of the facilities is eval- 
uated. Also considered under facilities resources is the equipment main- 
tained by the library. Finally, the relative availability of equipment 
and facilities to the library's clientele is considered. 

The general classification of facilities resources is t.6.00, where 
.t designates the type of library. The inventory of equipment presented 
in this section parallels the inventory of materials formats described 
under collection resources. That is, the following correspondence may 



be made: 



t.3.41 Audiorecording 



t.6.61 Audio device; 



<:..3.42 Computer material !!;.6.62 Computer device; 

t.3.41 Electronic display material. . .^.63 Electronic display device 






-86- 










LUUt 


TrPM<^ AROtlT TMP rAfll ITfP^ RP^nURrFS OF THF 1 TRRARY 




-.6.00 






.0\ 


0 

Assignable square feet 


162 


.02 


Grots square feet ^ 


201 


t.6.10 


BIITLDING IDRNffPrEHS/CHAHACTEFrSTTCS 

* 


165 


.11 


Building Identification 


165 


.12- 


Year of constn^ctlon 


166 


.1.3 
.14 


Estimated bul Idlng/faci H ty repli^jement cost 

e 

Condition code 


166 
166 




Satisfactory 
y Remodel Ing - A 
Remodeling - B 
Remodeling - C 
Oemol 1 tion 
Termination 

I 

Handicap Access 


166 
166 
166 
166 
166 
166 


.15 


166 


.-.6.20 


.swjv ..OT :ji'n:coRiES (Assicnabie js^vAHft: fkkt) 


252 


.21 


Classroom fad 1 1 ty 


252 


.22 


Laboratory fad 1 1 ty 


252 


.23 


Office facility 


252 


.24 


Study facility 


253. 




Reading/study room 
Stack 

Open stack/reading ipoom 
User Information area 

M 


253 
253 
253 - 
253 




t t 
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TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY 



r,6.00 FACT LIT rSS RESOURO^S (continued) 

r.6,20 * :-KK )M i'S^ . 'ATEGORIKS (ASSTGNABLK SQUARE Fh^RT) (cont.lnutd) 

,25 Special u5e facility 

Audiovisual, radio, TV facility 
Audiovisual, radio. TV strvice facility 
Othtr special use facility 



.26 

.27 




General use fatll 1 ty 

Support i ng^fac 1 1 i ty 

Off-site storage facility 
Other supporting facility 

UncUssiiried facility 



r.6.40 " FACiirnb::^ .:apacity 

.41 Seating capacity 

Carrels 

Wet-carrel s 

Dry-carrels 
Other seating 

.42 Shelving capacity 

Linear feet of shelving 
Assignable square feet of shelving 

r.e.SO ^EQUIPMENT IDENTIFIERS 

.53 Equipment ownership status 

EqMipment owned by library 

Equipment on deposit, on loan, or rented to library 



Page No. of Definition 



253 
253 

253 

253 
« 

253 

253 
253 

253 

197 



258 

259 
259 
259 
259" 

262 

262 , 
262 

189 

189 
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CODE 



TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY 



r.6.00 SACILITIKS .'RESOURCES (continued) 

\ 

f:.6.50 FQIIIPMKNT llih'STlFISRS (continued) 



.55 Equipment availability 

•Equipment available to the library u5er group for In-llbrary 
use 

Equipment available to the ifbrary user group for out-of- 

library use -through circulation or rental 
Equipment not available to us^r group 

f.6.60 E>]UrPMENT VYPES 



\6\ Audio device 

Audi6player 
Audlorecorder 
Audiotape duplicator 
Listening center 
Other audio device 

.62 Computer device 
Computer 

Comp^terVtermlnd^l 
Other Input/output device 
Other computer device 

Electronic display device ^ 

Videotape recorder 
* Videoplayer 
Television receiver > 
Telewrl ter 

Other eleqj^ronic display device 



m 
.63^ 



.65 Projecting or magnifying device 

V Fllmstrlp projf^ctor or vIeWfer 
Slide projector or viewer ■ 
Microform reader or reader/printer 
Motion picture projector 
Othejr projecting or magnifying projector 



Page No. of Definition 



189 



190 

19P 

190 
190 
190 
190 
1^0 

190 

190 
19] 
191 
. 191 

191 

191 
192 
192 
192 
192 

ri92 

192. 

192 

192 

192 

193 
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CODE ' , TERMS ABOUT THE FACILITIES RESOURCES OF'IHE LIBRARY 



t.6.00 
f .6.60 
.67 



FACILtTIS^ itESOURCE.'i ( cont 1 nued ) 
iiurPMFNT FYPES (cQntlnKitd) 

Graphlc/reprodOctlon davlce 

Pr1nter/(^ler/dupl Icator 

Othtr graphic/reproduction device 

.68 Photographic device 

.69 Other device 



Page No. of Oefl ration ^ 

____ „ 



193 

193 

193 

193 
193 
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E. Pm)GRAM DATA • ^ . - 

This section focases upon theldenti fixation of the different 

function^ performed by the library and describes these functions along 

dimensions that are important to the library manager. The first part of 

this section presents a way to describe what programs are conducted by 

the library (i.e., what a library does) and three alternati*ve levels of 

detail to categorize these 'activi ties . The T&tter parts, of this section ' 

\ 

detail the dimensions by which to further describe and assess each of 
these' program areas . Figure 1, Suqimary-of Information Structure for 
Libraries, presented in Chapter III, is an oveNiew of programs and the 
dimensions which are discussed here. ' ■ " 

A library is a complex entity that consists of a number of programs, 

each of which is a set of ac^tivities undertaken for specific purpose{^s) 

\ 

requiring a set of resources to. acconrtlplish the desired outcon}e(s). ^or 

most purposes, it is meaningless po describe the library as a whole. 

\ • ■ ' ■ 

Rather, i t -^UPcomes more valuable to describe the^ibrar^y in terms of sets 

Of activities, or primary prograirttiatic categories. 

The categories of programmatic acti'^ities of libraries are difficult 

r 

to derive because they relate so intricately to the level of sophistication 

existent or desired within a |!)articular library. For example, a small 

■ . * 

library is very simply organized with only a feW programs and a limited 
data -system. However, Tat the' tfther extreme, a maj^r research library 
would probably have a large number of program areas and a, sophisticated 
data system. Thus flexibility within the information system is essential 
to accommodate a variety of libraries in a copsistentTand logiceil manner. 
•The HafKibook identffifes three categorizations of programs .Jfrom level 



V'to level 3), each successTVe level consisting of finer program divisions 

3 



The broadest category, level 1, consists of the following programmatic 
functions: 

• Cultural, educational, and information services 

• Resource distribution services ' 

• Collection development services 

• Technical services • • 

• Administrative services and administrative support services 
Level 2 categorization is slightly more disaggregate, and finally, level 
3 is the most detailed program categorization. Figure 3 delineates these 
three levels of programmatic function. 

Program-data are classi fiec^ as t. 7. mi. 000, where t represents the 
type of library, nn represents the programmatic category, and the set of 
three digits (•000) represents the measures or dimensions by which th? 
program is described and evaluated. 

Programmatic Measures 

For information about programmatic categories to be valuable, there 
are a number of descriptors that should be incorporated into the informa- 
tion structure. These descriptors can best be determined as the individual 
library administrator reflects on broad questions which need to be addressed 
about each program area Qf t^he library. Thesq questions are: 

• What are the sources of program funding? 
How nHJch is received from these sources'? 

How are these funds spent and how can they be Pleasured? ' 

• How many and what types^of personnel resources does the library ' 

have at its disposal? 
How can these personnel resources be described? 
How are these personnel resour-ces utilized? ^' 
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FIGURE 3 



LlVtLS OF PROGRAMMATIC ACUVlTllS 



# 



LEVtL 1 



LEVEL 2 



LEVEL 3 



rinformatlon services- 



Cultural, educatlorwil , and 

information services 



Machine-assisted reference 

services 
Readers and research advisory 

services 
Referral services 
Research and analysis services 
Selective dissemination of 

Information services 
^Other Information services 



^-Cultural, recreational, and 
educa t i ona 1 s^r v i ces 



General education programs 
-Cultural events programs 
Special services 
Other cultural, recreational, 
and educational services 



Resource distribution services. 



Circulation services- 



Interinsti tutlonal exchange^ 
, and delivery services 



Equipment distribution services 
-General circulation services 
-Media distribution services 
-Reserve services 
-Other circulation services 

-Interl ibrary loan s^vlces 
-Interl ibrary delivery services 
-Other interinsti tutlonal ex- 
change and delivery services 



Collection development servlces-i— Col lection development services-f-Col lectio^rT development services 



Technical services- 



V 



Administrative services and 
administrative support 
services 



Materials acquisition services- 



Materials organization and 
control services 



Collection maintenance 
services 



r^oord 1 na 1 1 ve/ 1 eader s hi p 

activities 



Management services. 



Logistical and physical ^ 
plant operations 



Ordering services 
Searching and verification 

services 
Lother materials acquisition 

services 

■Cataloging services 
Catalog maintenance and 

production services 
Serial control services 
■Other materials organization 
and control services 

Col lection "resources malnte- 

nance services ^ 
•Physical processing services 
•Other collection maintenance 
services 



rPlanning and progr*"^ development 
-Liaison activities 
-Public relations and development 
-Other coordlnatlve and leader- 
ship acti vi ties 

"Financial management and 

operations 
Health, safety, and security 

\^rv1ces 
Persbnnel services 
-Other management services 

K Logistical services 
, Physical plant operations 
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t What facilities and space can the library access? 

How are these facilities utilized? 
t V^hat activity is performed in each of the library's departments? 

What is the workload for the employees of the library and how is 
workload measured? 
t Who utilises the services of the library? 

What services do they utilize? 

How can utilization be described and nwasured? 

• What are the outcomes of library services? 

What level of performance does the library have? 

How does the level of performance relate to the intended objectives 
» 

of the" library? 

How are outcomes and performance n)edsured to best demonstrate 
resource accountability? 
This-series of questions leads directly to the identification of a 
parallel list of measures necessary to describe and evaluate the programs 
of the library: 

• Financial Measures 

t Personnel Measures ^ 
t Facility Measures 

t Activity Measures ' ' . 

t User Measures 

• Outcome/PerfoV-mance Measures 

The first three categories of measure--financial , personnel, and facility- 
correspond to the resources disciissed earlier. Indeed these measJres 
repres€fnt resource. utilization measures. Thfe following classification 
structure of resource utilization measures and the corresponding resource 
category reinforce thjs parallel: ^ 
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Progranwatlc Measures 
t.7.rinA0(i Financial Measures 
t.l.nn, 500 Personnel .Pleasures 
f;.7.nM.600 Facil ity Measures 



, Resource Measures 
tA_ Financial Resources 
f,.5 Personnel Resources 
f-.6 Facility Resources 



Activity Measures and Outcome or Performance Measures are classified as . 
t.l.nn.lQ and t. 7. mi. 80, respectively*, where indicates type of library 
and "nn*^ Indicates the programmatic category, l/ser nieasures are/ classified 
as i^.7.Mn.200 to correspond with the classification of the library target , 
group, 

Each of these categories^i s discussed in detail in the following 
system. Figure 1, Suninary of Information Structure for Libraries (in 
Chapter- III ), provides a graphic overview of the information framework 
thus far discussed. 
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CODE 



TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY 



.'.7.00 PHOu:m94ATir na'iviriKi^ 



•:-/.10 CULTURAL, EiniCATlONAi, AW INFORMAriON r>KHVIirS 



.11 Information services 

Machine-assisted refererfce services 
Readers ahd research advisory services 
Referral services 
, Research and analysis services 

Selective dlssemlna^tlon of 1n/onnat1on services 
Other l-nformatlon services 

.IT) Cultural, recreational , .and educational servlcel 

General education programs ^ 
Cultural events programs 
Special services 

Other cultural, recreational, and educational services 

Ik 

.21 Circulation services ' ' ^ 

Equipment distribution services 
General circ(51at1on services 
Media distribution services 
Reserve services 
Other circulation services 

.25 Interlnstl tutional exchange and delivery services 

Interllbrary loan services 
Interllbrary delivery services 

Other Interlnstl tutional exchange and- delivery services 
\.7.30 COLMECri^^N DEVELOPMENT SERVICES^ ^ 



Page No. of Definition 

236 
235 

235 

235 
235 
^36 
236 
236 
236 

236 

236 

237 
237 
237 

237 

238 

238 
238 
238 
238 
238 

239 

^ 239 
239 
V 239 

2^. 
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CODE 



TERMS ABOUT THE PROGRAMMATIC ACTIVITILS OF THE LIBRARY 



7.00 rh'o.JHAMMArir Arrivrvn::: (continued) ^ 

.41 MftterlaH acquisition services 
Ordering services 

Searching and verification services 
Other nwterials acquisition services 

.44 Materials orqaniratlon and control services 

■j 

Cataloging services 

Catalog nwintenance and productionServices 
Serial control services 

(Kher materials organization an<l control services 
/ 

.47 Collection maintenance services 

Collection resources maintenance services 
Rl»ysical processing services^ 
-Stack maintenance services 
Other collection maintenance services 

.51 Coordinative and leadership activities 

Planning and program development 

Liaison activities 

Public relations and development 

Other coordinative and leadership activities 

.54 Management services 

Financials man^igement and operations 
Health, safety, and security services 
Personnel services 
Other management services 

^ .57 Logistical and physical plant operations 

Logi stical services ' 
. Physical plant; operations 



Page No. of Definition 



229 

m 

^40 
240 
240 

?40 

240 
240 
240 
241 

241 

241 
241 
241 
241 

241 

242 

242 
242. 
242 
242 

242 

243* 
243 
243 
243 

243 

243 
244 
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The financial measures included in this structure of information 
encompass two basic types of data--revenues and expenditures. Revenue 
data focus upon funding sources and^'levels of funding, by mapping the^e 
data to specific activity centers (programs) of the library. With respect 
to expenditures, both program and object expenditures are considered. In 
addition, a detailed classification of collection expenditures according 
to the types of materials acquired by the library is presented. 

In order to more clearly link these measures to individual programs, 
a source-use matrix is provided in Summary Format 1. This matrix provides 
an overview of the current reyerfues of the library and the allocation of 
these revenues. Alternatively, or additionally, an examination of the 
e5<penditure categories by program may be used. A summary format- -Expen- 
ditures by Program- -fol lows the source-use matrix. 

The utilization of the financial resources by programipatic functions 
of the library is coded as t J.nnAOO, where "t" is .the type of library, 
and "i^n" represents the program designation. It is contingent upon the 
library to substitute the appropriate programmatic code. 
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coot TERMS ABOUT THL HNANCIAL MLASURLb OF PROGRAWATIC ACTIVITH.S 


Page No . of Oefi n1 1 ion 


... 






f -7.»ui-400 




233 


,7. MM. 410 




252 


.411 


Unrestricted funds 

> 


252 




Restr i c ted funds 


252 


: . 7.M».'-4^0 




181 


.4.M 


i;overnn)ental (ippr*opr1 At ions 


UU 




federal 
State 

urnei yovt r iniieiiL(.i i jur jmii^. liv^m 


un 

1^ 

If!! ^ 


4. '2 


CiOver'nn)enti^ 1 ^jrants and ( ontracts 


182 


/ 


Federa 1 | 
State 

Local f^^ 
Other jurisdiction ' 


182 
182 
182 
182 


.424 


Private gifts, grants, and contracts 


]Q? 


.425 


Endowment income 


182 


.426 


Generated income 


182 


.429 


Other current- fund revenues >^ 


182 " 




Tuition and fees (where applicable) 


183 




Approprlatlonrs made b^^ t|\e parent orgajvimlon (where 


183 




^ appl icable) 


t.7.«n.430 


VRAPfSFFR'TN 

r 


182 



/ 



/ 
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CODE TERMS ABOUT THE FINANCIAL" MEASURES OF PROGRAMMATIC ACTIl^ITIES 

'^,w-AOO FH^ASr.AL \fAV)JnW;.s' (continued) 

r. 7. MM -440 rROiuiAM A\Yrf;/v/>/7\'w;:; oiRhvT i.wvr^-' 

^ .441 Salaries and wages 

Exempt ^professional ) empjoj^ee 
Nonexemp t (other) employee 

.442 Fringe benef 1 ts 

Ej(emp_t (professional) emp 1 oyee 
^i^?i?i!3L^- (other) emp 1 oyee 

.44.^ Supplies and services 

.444 Noncapital equipment 

.448 Lxternal accounting expenditures 

Expenditures made by parent organization 
Expenditures made by another agency 
Expenditures made by a central administration 
Dollar equivalency of cont ributed (vol unteer) services 

.449 Other program expend 1 tures 

* . 7 . ym .450 '!i.:Lvr Exn^ND 1 w.v; 

.451 Program expenditures (direct costs) 

.452 Collection resources expenditures 

Publishing source 
. Government publication 
Domestic nongovernment publication 
Foreign, nongovernment publication 
Materials format 

Periodical subscription (excluding microform) 
Other serials subscription (excluding microform) 
Print (or printed) books ' 
Microform 

Other materials format 



Page No. of Definition 



194 

194 

193 
226 

194 

193 

226 

194 

194 



194 

19S 
195 
195 

194 



194 

195 

217 
217 
217 
?18 
267 
267 
218 
219 
218 
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CODE TERMS ABOUT THt EINANCIAL MEASURES OF PROGRAMMATIC ACTIVllILS 



t.7.^tn.450 .fB*:KCT KKPK^vriVRKS (continued) 



.455 Expenditures for capital assets 



f . 7.>jM.460 rw\i\:^n'R-^VJr 



.461 Mandatory transfer-out 



.462 Nonmandator-y transfer-out 



J 



Page No. of Detlnitlon 



195 
195 

195 
195 



lOo 
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SI IN NDMIHR 
I ISlAl PLRIOTT" 



CURRLNI I UNI) SOUH(.L/USL MATRIX 



TO 



"""^^.v^^^^ Source of 


UNRESTRICTED 
EUNDS 


RESTRICIK) MINDS 




TRANSf PkS 
IN 


EXPENDITURt S 
BY TUNC I ION 


P r 0 g r a mnw tTlT"'^-.^,.,^^^^ 
Cdtejjories . ^"^"^--^^^^^ 
and Object* • ^''^ 


Governniental 
Appropriations 


GoverniJientaT 
Contracts k 
Grants 


Private Gifts, 
Grants , A 
Contracts 


Endowtiiont 


Generated 
lnton»^ 


Otht?r 


CULTURAL. tUUCATIONAL, 
AND INtORMATION SLRVICtS 




















RLSOURCt'DlSTRiBUTION 
SERVICES 


















• 


COLLECT ION OfVl lOPMLNT 
StRVICES 


• 


— — 






- 










TLCHNICAL SERVICES " • 


/ ,. 














— - — . — . - 




AOMINI STRATI Vt SERVICES 
& ADMINISTRATIVE SUPPORT 
SERVICES 




















COLLECTION RESOURCES 




• 


, r 






• 








EXPENDITURES fOR 
CAPITAL ASSETS 




















(Itemize) 




















NONMANDATORY 
TRANSFER-OUT 




t 
















TOTAL REVENUES 
BY SOURCE 

((\>Iwnti 7\>/a/i^^ 





















B 



10 V 



St IN NUHBER 

FISCAL PERIOD FROM • 

t-XPENOlTURESrBY PROGRi^ • TO' 

' ^ - " * Sl/MHARY FORMAT . 



^"^j^i^ Object of 
4 Expenditure 
Programnatl c ^""^^'^'''^-^^ 


Salaries 

and Ua9es 

, ^ — : 


* 

Fringe 
Benefits 


Suup>4^es' 
and. bervWeii 


Non-capital 
Equipment 


program 
Expenditures 

^/f^>^J To La La} 


miURAt. EDUCATIONAL. 

,AIW- INFORMATION SERVICES ^ 

— ^ L — ^ — 






— — fii» — ' — ' 






RfSOypCE' DISTRIBUTION 
SERVICES 


w — ' ^ " ■ 








✓ 

V 


CQtLECTION DEVELOPMENT 
SERVICES 






• "i 


V 


£ — 


TECHNICAL SERVICES 












ADMINISTRATIVB SERVlof^ 
AND ADMINISTRATIVE 
$UPPDRT &£RVICfS 








■ J 


) 


Collects ON "RE SOURCES *' 








I 




EXPENDITURES FOR % 
CAPITAL ASSETS ' ^ 






*> 


y 

• * 




MANDATORY TRANSf ER-OUT 
• ' ( 1 teinl ^e ) * - . 






1 i ' , 






NONMANDATORY ' - 
TRAIfSFER-OUT. ^ 


*r 




w 




. "J 


TOTALvOBJEpT 
EXPENDITURES » 

(Column ToUila) 










f 
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. -V • . 

Personnel Miiasures of Librar y, Programs 

* The personnel component of this section is concerned with the 
description of personnel resources utilized in each of the fuQCtlonal 
areas « Personnel meas^r€s of library programs are described in the same 
manner ]n which the personnel resources of the library were described 
previously. These measures include both ^^eadcount and equivalent service 
months, full- or part-time status, sand types of employee classification. 

Thus, the general^ code for personnel measures of library programs 
is-t. 7. nn. 500, parallelling that of personnel resources (t.5.00). As 
with financial measures previously, personnel measures are the same for 
all programmatic functions. 

A summary format for personnel measures is provided in personnel 
and service months by program. 



r 
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"CODE 



TERMS ABOUT PERSONNEL MEASURES OF LIBRARY PgOGRAMS 



■T 



.bQ] Service months 

.502 Headcounts of personnel resources 

•^03 Full-time equivalent counts of personnel resources 

t . 7 .MM. 510 Fy.^r^ON?isi. Hh::U''iJf<ri<\\\rKuOH\ 

.511 E xecu t i ve7 adml n 1 s t ra 1 1 ve/ina nage r 1 i I prof es s 1 ona 1 

.512 Speclal'ist/llbrary professional 

Librarian ^ - -> 

Media professional ■ 
Subject special 1st 
Ot^er professional" 

I 

.513 Technical employee 

Library technician 
Media technician 
Other technician 

.514 Office/clerical employee 

Secretarial/clerical employed 
.Page/student assistant/shel ver 

.515 Service employee 

tJ.nn, 550 STlOS!^T ASSISTANT 

.561 Service months of student assistants 

.552 Headcounts of student assistants 

t. 7. rtn. 560 C0NTHIB'"TF:D {VOLUNTEER) SEJ^VTCES ' 

.561 Service months of contributed (volunteer) services 



Page No. of Definition 

IBB 
188 
188 

229 
229 

??9 

230 
230 
230 
230 

230 

230 
230 
231 

231 

231 
231 

231 

267 

188 

188 

188 
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\ 

* 




CODE 


TERMS ABOUT PERSONNEL MEASURES OF LIBRAT^Y PROGRAMS 

- , ■ , , , • • • -■ - , - — 


Pat^ No. of Definition 


• 500 


rCT:mv/v:. ^KAS'JHKS (continued) 




c,7.««.560 


iVNTfiiBifirr (voLi^NTEKR) SERVICES (continued) ■> 




. 562 


Htadcount of volunteers 


188 


.563 


Dollar equivalency of i^ontrlbuted (volunteer) services 


195 



If 



\ 

• % 

I- 



id 

FRir 



11 



PERSONNEL MEASURtS Of 
^ ^PROGRAffWTIC ACTIVmtS 

SUMMARY FORMAT 



SUN NUMBER ' 

nSCAl, PERIOD FR(JH 
TO 

i^orviiJij Out lot ' 



t^ersonnel Resource 
Categories 

Programmatic 
Functions 



CULTURAL. EDUCATIONAL. 
AND INFORMATION SERVICES 



RESOURCE DISTRIBUTION 
SERVICES 



Exempt (t'rofesslonal ) 
Employees 



/ 



iieadcount 
Nohexempi (Other) 



Employees 



Total 
Headcount 



^["xempt (i^roHsslonal ) 



Emplo>'ij»s 



Service Months 
. Nonexeinpt (Other) 



P^rt-tlme 



Employees 



Total 
Service 
Months 



COLLECTION DEVELOPMENT 
SERVICES 



TECHNICAL SERVICES 



ADMINISTRATIVE SERVICES 
AND ADMINISTRATIVE 
SUPPORT SERVICES 



TOTALS BY 
EMPLOYEE STATUS 

(iy>iu>m 'I'otala) 



± 



113 



\ 
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1 

FaciTlties Measures of Library Programs 

The facilities component of programmatic measures parallels the 
facilities resource measures. This sectiot^ is concerned with describing 
the amount and type of facilities resources utilized by each of the pro- 
grammatic areas. This description is accomplished by measuring the amount 
of assignable square feet for several types of room use categories for 
each of the functional areas. 

The general code for facilities measures is_ /, .^.n«.600 and corres- 
ponds to that for the facilities resource descriptions, f..600. As with 
the previously discussed measures of resource utilization, descriptors 
for facilities measures are the same across programmatic categories and 
are designatedj^ore as al lowing the substitution of the appropriate 

code ^oV^fh^ programmatic function under consideration. 

A summary format--Faci 1 ities Measures of Library Programs— is pro- 
vided Us an overview of facility use by program. 



) 
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coot TtRMS ABOUT THL fAClLiniS MLASURtS OF L !8RAR| PROGRAMS 

.601 Assignable squAre feet 

{ 

1 

-bi^l Classroom f^sci 1 ity 
.622 lAhot\ntory facility 
.6^1^ Office facility 
.6^?4 ftudy foici 1 i ty 



\ 



.b?5 Spec till use fatiHty 

.6i?6 General use facility 

.627 Supporting facility 

/.V7r.660 •K>.:;.;;/y/> ^y/;.^w;.v7' rr/r-^ 

.661 Audio device 

.662 Computer device 

.663 Electronic display device 

.665 Projecting or magni fying 'device 

.667 Graphic and reproduction device 

.668 Photographic device - ' 

.669 Other device 



Page N<). of Oe<sinl tion 

\62 
\ 

] 252 

252 ' - 

V>52 
252 
25J 
253 
253 



189 



190 
190 
V91 
192 
192 
193 
193 



\ 
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FAClMTItb MtAbU^S Of LIBRARY PROGRAMS 
SUMMARY FORMAT 



SLIN NUMBER 
INVENTORY OATT; 

(.hit lot' 



ASSIGNABLE SQUARE FELT 



Categories 

PrograinnMktIc 

Function^ >w 


X i3 

to ir- 
11% +* 
« U 

u. 


Laboratory 
Facilities 


Office 
Facilities 


Study FaclHtles ^ 




General Use 
facilities • 


c a> 

•r- -r- 
♦J ^ 


Unclassified 
Facil i ties 


Total Ass lyDable 
Square Feet by 
Programmatic 
Activities 

(Hm Total) 


Reading/ 
Study Roow 


o 

$ 




C 

•r- 

• ? 

O 11 

f> l-H < 


Special Use 

Facilities 


CULTURAL. EDUCATIONAL, 
AND INFORMATION 
SERVICES 


























RESOURCE DISTRIBUTION 
SERVICES 


























COLLECTION DEVELOPMENT 
SERVICES 


























TECHNICAL SERVICES 


























ADMINISTRATIVE SERVICES 
S ADMINISTRATIVE 
SUPPORT SERVICES 


























ASSIGNABLE 
SQUARE FEET 
BY ROOM USE CATEGORY 

(Colwnu Tot til } 
















; 











11/ 
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Activity Measure s qf Li brary Programs 

The activities component describes the type and level of activities 
conducted by each programmatic area of the library. Simplistical ly, 
activities can be described as the output (products, services and work 
completed) by each of the programmatic functions of the library. This 
component contains extreme diversity reflecting the various activities 
and activity centers of the library. -The individual library manager will 
want to consider selecting those measures which most clearly meet the 
needs and goals and objectives of the library. 

Since most activities are directly related and unique to a program- 
matic function, the program code has been inserted in |.he following 

> J 

classification structure. The general code for the activities of library 

programs is t. 7 .nn. 700, where "t" denotes the type of llibrary and "nn" 
indicates the programmatic category. 1 
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COOE 



TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS 



.7 .tin. 700 Ar?.rV[yY MEASUSE:; 

^ .701 Number of transactions 

,702 Transaction duration 

.703 Lag time 

.704 Activity r^te 



,705 Person time 



, 706 Labor cost 



t . 7 . n . 720 / )JFORMATh.:J ;..W7VU 



721 Directional transaction 



.722 Group transaction 



723 Reference transaction 



Catalog information transaction 
Fact-finding transaction 
Literature search transaction 

Literature search of the collection 

Bibliographic data base literature search 

Combined literature Search 

Other literature search 
Readers or research advisory transaction 
Referra 1 transact i on 

Commonity referral transaction 

Other referral transaction 
Research and analysis transaction 
Other, reference transaction 



Page No. of Definition 



233 
233 
233 
233 
234 
23^ 
234 
235 
'205 
205 
205 

205 

205 
206 
206 
206 
2Q6 
206 
206 
206 
207 
207 
207 
207 
207 
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CODE 


— . — — - 


T^pMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS 


Page No. of Definition 


t.7. 




ACTIVITY MEASVRKr^ (continued) * 




J.;.' 


11.700 


INFORMATTON SEFViryS (continued) 




.7. 


11.730 


SFLSCTIVK niSSFMINA'nON INFOHHATIOS ACTIVITY ^ 


259 




.731 


.Selective dissemination of Information search 


259 




.732 


Data base searched 


184 




.733 


Entries produced 

:\ . ■ 


/ 189 ^ 


'•7, 


n ; 740 




250 




.741 


Topic of bibl ioqraphy 


269 




.742 


Entries in bibliography . 


189. 


'..7. 


11 .750 


\ 

r^FLViAL :atalou Cim'iLFi> :^Y library empu^^yff 


262 




.751 


Topic of special catalog 

i 


269 




.752 


\ 

Gentries in special catalog \ 

. irT\ ■ V. ■ . 


189 


t.7 


1 1 . 760 


W.\CiRC:/LATFD VQimiPS RF/JHEIVED rJT'i RFFEP.SNCF COLLECTION 

\ 

'^FORMATION SERVICE HOUR.'] 


226, 173 


t.7 


11 .780 


207 


:..7 


11 .790 


.)THER ^FORMATION SERVICES AfTlVFJ-Y 


235 


t.7 


.15.700 


CULTURAL, RECREATI(?NAL, AND EDlkATIONAL' .-JERVlCES 


236 


t.l 


.15.710 


GROUP TRANSACTION 


207 


i.7 


.15.740 


EXHIBIT PREPARED BY LIBRARY EMPL0YFE(^} 


222 


t.7 


.15.790 


\ 

OTHER CULTURAL. RECREATL'NAL. ANr EotcATIOMl SERVICES 

4 


236 



121 
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CODE 



TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS 



'7.W.700 .^;r:i'7vT MKAtmuhr^ (continued) 



7.Z1.710 
/ 



■711 General circulation transaction 



71? Reserve circulation transaction 



,719 Other circulation transaction 



. 7 . 21 . 720 .ihXi:wA: 7i.ia'.)VU7'/v iV 



7. 21. '730 . ^ y.j'iyMF:J.' .-..vc';/;..! '/(W ■;\{.:.v:.vk\';.\v 



7. 21. 740 \h\w:A\': :,A:Er- v^\'.:^s)t::^ v.svwm-v 



,7.21. 7S0 ful:.- "y.vr {yrs'irvAi. ™,v,s/irv/; w 



r. 7. 21. 760 :hal A\rr:= "^Vi.V:vhv;. w 



/ 

t . 7 . 21 . 780 , ; .v;7i.h. r^'vi-vr m.v 



.7.21.790 KHFii Kr'JIATI^N .>rvr/ 'Ki^ -K'V/'/.'VV 



,7.25.700. L'^rrFSiw- 'irvTii^i^iA:. /■;\(7/.i,7.;/; .i.v;^ -^fijvkio' :u':Rv:rF:^ 



.7.25.710 hYrFH(,iBh'ARy ...My /?j ViVvWv'/.Vi; -u-'^'i';, 



711 I terns requested 



,712 Borrowing requests 



.714 Requests filled within user specified time 



.719 Other i nter library loan borrowinq^ acti yi^ 



f . 7 . 25 . 730 twLK Bcmcwim; 



\ 



V 



P«()e No. of Definition 



2;)8 
171 
172 
172 
172 
251 
189 
226 
200 
1«5 
209 
238 
239 
208 
208 
208 
208 
208 
167 
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COOE 



TERMS ABOUT THE ACTIVITY MEASURES Of LIBRARY PROfiRAMS 



A/ 



t 



t.7.n«.700 ACTTVTTY Mh'ASURE'S (continued) 



-.7.25.700 I^rrSRINSTITUTltmL EXCHANCK AND DELIVERY SERVICES (continued) 



7 . 25 . 760 [yTEf^LFBRARy LOAN LENDl.'^G ACTIvm 



,7fi} Lepding requests 



V 



.764 Filled requests 

In original fonna^ 
In re^jroduced Vowt 



:. 7. 25. 780 ' 3J..i< LEUDI^Kl 



-.7.2^7*0 7THER II'KERINSTlP.fTh.'^thL EXCHAi^GE AN D ,)ELrV j ^HY SEr^VL'^ S 
VCTLVrrY 



/ 



t - 7 . 30 . 700 cdlLECriVN ^^lOPMEIJT . SERVICES 

7. 30. 710 T^LES ADDED TO THE COLLECTION RESOURCES 

> \ .711 Periodical 

.712 Book 

.719 Other materials format . 

J ' • ■■ ■ ' ■ ■ ■ 

r.7.30.730 TJTlES REMOVED FROM THE COLLECTION RESVURCES 

.731 Periodical . : 

.732 Book ' ' ' . 

.739 Other materials format 

t . 7 . 30 . 7 70 PHYSlCAt UXITS TRANSFERRED FROM ^ GENERAL LIBRARY CCLLKCTICN 
TO OFF-SITE STORAGE CO^LECTI0\[ ' ' 

^ K ■ 

t . 7 . 30. /90 OTHER COLLECTION DEVELOPMENT SE3V1:ES ACTIVVn 



Page No. of Definition 



208 
208 

209 

209 
209 

. 1^7 



239 

239 
175 
218 
218 
218 
17S 
218 
218 
21ff 



175. 173, 174 
239 
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TERMS ABOUT THE ACTIVITY HEASURES.OF lIBftARY PROGRAMS 



Page No. of Definition 



^ i . 7 .mi . 700 ACTivrTY sfEAr^m.^i ( tont 1 nu€d y ( 

t . 7 . 4 1 . 700 MATERIALS ACQlflSI TION SERVICES 
f.. 7. 41. 710 MATERIALS Ar:iU IS rnON (VUf{TS 

.711 Publisher source 

r* Government publication 

Domestic nongovernment publication 
Foreign nongovernment publication 

.712 Materials format of acquisitions 

Print (or printed) material 
Book ^ 
Periodical 

Other serials services 

Other print (or printed) material 

Microform 

Other material 



.713 Titles added 
.714 Physica l units added" 

.715 Subscriptions maintained (ificluding duplicates) 

i 

.716 Physical , units and/or ^ubscriotiQns received gratis or 
through exchange 

.717 Ph y ileal units and/or subscriptions acquired jointly with 
another library or agency 

.719 Other materials acquisition counts 

t. 7. 41. 720 ORDER CARDS 'lEI^ERATED 

t . 7 . 41 . 730 PVRrMSE OFDESS GENERATEP 

t . 7 , 4 1 . 740 3UMET PURCHASE ORi^c:RS MAJNTA INED > 



240 

216 



217 
217 
217 

218 

218 
218 
218 
219 
219 
219 



175 
>75 
•267 

175, 267 

175, 267 

216 

227 

247 

165 
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CODE 



TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS 



t.l, y\y\ JOO ACTIVITY }4S.-\.^lJFKS (continued) 

t. 7. 41. 700 f^TEHTAL^ ACQU'l:nr[ON ^>KHVICt:s (continued) 

- . 7 . 41 . 750 . APPprVAL PiANty M/\INTAINFD 

n . 7 . 4 1 . 760 5TA^';)u\l; ' ( a m'lNi'A T rJN } ^HDERS MAI NT A 1 NED . 
r . 7 . 4 1 . 790 '".'HEit M\r^JUA!.r> ACQUlSITIOiJ S EHVICE::^'^^! VL TY 



7. 44. 700 MArERIAi5 JEJA?/I7Ar :JN ..1.7:> COMHOi 



, 7 . 44 . 71 0 . 'IA.>3I:1 \V:i V/ :;y:>:"^.V EXl'LCYKD 



.711 library of Congress (LC) Classification 



,712 Dewey Decimal Classification (DDC) 

,713 Superintendent of Documents (SuDoc) Classification 



.719 Other classifi cati on system 



r . 7 . 44 . 720 - :\S5JFl CATL tl 

r . 7 . 44 . 730 AUTHOh'l I'Y yil.E^ MA IU7A i:JEP 



.731 Name authority list or file 



.732 Subject authority list or file 



,733 Serials authority list or file 



.734 Combined authority list or file 



.739 Other authority list or file 



^ . 7 . 44 . 740 CA TALOGLVG ACT I VI TY 



.741 Original cataloging 



Page No. of Definition 



162 
266 
240 
240 
172 
)72 
172 
172 
172 
171 
163 
163 
163 
163 
163 
163 
169 
169 
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TFRMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS 


Pagt ^o. of Definition 

, rt,,,„,v - » ■■■ ■ — - — 


r . 7 . nn 

■ « 


700 


4cTrvj?'y HEksvRKS (continued) 




r . 7 . 44 . 


70jj^ 


HATKRIALS OHCA^rLATlOfi AND (X)HTROL {contftHUKl) 




r.7.44 


740 


JATALOGING ACTIVITY (continued) 














742 


Derived cataloging 


169 






Sources of derived cataloging 


1 /u 






Automated network ci^talog record 


170 






Cataloglng-ln-publl cation 


1 / u 






Library of Congress card or card copy 


170 






National Union Catalog ^' 


1 70 






Precataloged material 


170 






Other source 




1 70 




/*♦ J 


Brief cataloging 


< 

1 70 




717 


Recataloging 


170 


0 


.749- 


Other cataloging activity 


M 


169 


r.7.44 


.750 


AODh'l' :OPIES 


lol 


r.7.44 


.760 


ADDED yOlAJMEr* 


1 D 1 


^.7.44 


.780 


CATXLO JS MAINTAinV 


1 Do 




.781 


Type 








Card catalog 


168 






Book catalog 


158 






Fiche catalog 


168 






Microfilm catalog 


\ Do 






Online computer catalog 


168 






Serials list < 


>.168 






Other 


169 




.786 


Catalog record production 


169 






Catalog records produced In-llbrary 


169 






Catalog records produced via external agents 


169 
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CODE 



TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY. PROGRAMS 



7.44.700 mrEHUU^ oscAyrrAriON aso coNTROr. (continued) 



7. 44. 780. < VI TAI^OGS MA 1 !^TA I .VKD (continued) 

.787 Catalog activity 

Catalog records added to catalog 
Catalog records deleted from the catalog 
Catalog records replaced with new records 

^ , 7 . 44 . 790 T/ZF'? MATEHJMS OHtJAi^ I ZAl UN 4.V:^ LViVTFOi M 

^ 7 . 4 7 . 700 \ E( \v ma :.v'nrNA .V( t :.^Knv] ( ts 

s7,47.7l0 rJi..r:r. ' w !iES,v:HrFs sv\i\r}'SNA:jrh: ACTi'virY 



.711 Binding and reblnding 

.713 Materials conversion 

.715 Preservation 

.719 Other collection resources maintenance activity 

r . 7 . 47 . 720 ' t'Hy::i PROLb:s:].iyc 

t , 7 . 4 7 . 790 JTHEF lVLUVTI'J:^ mi?JTE:^ANCK SEfiVTCES Ai?Tl VI T :kS 

7. 50. 700 ADMi:^2STRATrVE SERVICES A^JD ADMrilSTBA'UVE SVPP(,'RT SERVrCES 

t. 7.50.710 LIDRABy Em>WYEE:J . » 

,711 Service months of personnel administered 

^712 Headcounts of personnel administered 

t . 7 . 50 . 720 EXPEXriTURES_ A DMHUBTERED 



Page No. of Definition 



168 

169 

169 
169 

240 

241 

177 

177 

178 

178 

178 

231 

241 

241 

188 

188 

188 

194 



127 
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TciMic AQnAlT THP ArTlVITY MFA^HRr^ OF 1 TfiRARY* PROGRAMS 


Paoa Mn of Definition 


tJ.rtn.700 


ACTIVITY f4KASims (continued) 




t. 7. 50. 700 


ADl4iyiSTRATIVF SSHVICE'S AND ADNTNISTHATIVK SUPPOHT SERVICES 
(contlniittd) * ^. 




7.50.730 


.FUSn BALANCES 

1 


199 


c. 7. 50. 740 


CURRENT- FUND REVENUES 


181 




.•-( 
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Users of Library Programs 

The user component of the Handbook parallels the target group 
measures outlined In Section C of this chapter. Appropriate descriptors 
which most closely correspond to the type of users of the library sfiould 
be employed by the individual library. For academic libv-aries, users 
have been described in terms of the types of students, the disciplines 
of students and employees who use the' library, and nonmembers of the ' 
target group, these data n^d to be linked to the types of uses niade by 
these individuals. For public libraries, users have been defined by age 
and residence and should be examined along with the type of use associated 
with these groups. Similarly, in special libraries, users can be cate- 
gorized by the research or information interest of the user, along with 
the levels and types of use made of the library. For school libraries, 
the level of students and the types of materials may be explored. Type 
of use is generally measured by the program employed as designated by the 
code "nn" within the classification structure. It should be noted that 
the special and school Library components are still in the developmental 
stage. 

The general code for users of library programs is t .7 .nn .200^ where 
"t" is the type of library and "nn" indicates the programmatic category. 
This classification parallels the code ^.2.00 for target group. Since 
descriptions of the users are tied to the type of library, the type of 
library is included in the code. However, programmatic functions are 
not specific and are therefore listed as "nn," allowing sulJsti tution at 
the appropriate time. 

/ 
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CODE 



TERH5.. Aejt)UT THE USERS OF LIBRARY PROGRAMS 



-..7, fin. 200 USES GROUP 

.201 Cen$u$ date 

•2^^ Htadcounts 6f user, group 

tJ,nnMO USER GROUP IDENTIFIERS /TRAtTS 

.211 Individual Identification 

.212 Age ranges 

.213 Sex 

.214 Race/ethnic identification 

.215 Handicap category 

^.216 Language proficiency 

.217 Disadvantage status 

1,7.^IN.220 ACADEMIC lir^RARY nSKH )RObV 

•224 Academic student counts of user group 

Academic student level 
Undergraduate students 
Graduate students 

Nondegree/nondiploma/noncerti f icate students 
Academic student major program 

.225 Academic Institution employe counts of user group 

Research (instruction) employee 

Discipline/subject matter 

Level of research involvement 
Other academic Institution em ployee 

.229 Other academic lib rary user group 



Page No. of Definition 



270 
204 



268 
161 

262 
249 

203 
212 



18^5 

,159 



160 

160 
160 
160 
160 
160 

188 

252 
252 
252 
188 

159 
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CODE 



TERMS ABOUT THE USERS OF LIBRARY PROGRAMS 



r. 7. MM. 200 yi'fW oTO/P (continued) ^ 

/ (' 
2.7.»m.230 PUBLIC I.IBHARY USSR ilFOdP 

.232 Educational atUin nwnt (of adult library user) 

.233 Employment category (of adult library user) 

.234 Family income (of adult library userj 

.239 Other giubjl^^Hbrary user group 

3, 7. rifi. 240 Jm-'OL llBHARY/mnA CKNTEimSKR CRCIJV 

.244 School grade or year enrollment of student user 

.245 HeadcQunts of school employee user group 

.249 Other schooj^llbrary /media cen ter usejr;_jLCg^ 

4.7.>r>K250 i'P EClAL LLBMSY Sb:SVi:^G AN ■.ySTITCTrJN OF POSTSFCONnARY 
c:z)UCATION Ub'EH GSOU P 

(see descriptors for academic library user group) 

5.7.7^r2,260 l^FEClAi LIBRARY FN THK PRIVATE .SECTOR USEi^ CROVP_^ 

.262 Headcounts of parent Institution employee user group 

Research (instruction) employee 

Level of research involvement 

Discipline/subject matter 
Other employee 

.269 Other sgeclal library user group 

6.7.„«.270 SFECIAL LIBRARY MATNTArSED BY AW SERVIHG A COm-NMEy? 
AGENCY USER GROUP 

.272 Government offi<i1als who use library 



Pag* No. of Definition 



*547 
187 
246 
246 

247 
256 
258 
204 
256 

266 



266 

204 

252 
252 
252 
188 

266 



266 
265 
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TFRMS ABOUT THE USERS OF LIBRARY PROGRAMS 


Page No. of Definition 




nn.ZOO 


{/5ff/? .woyp (continued) 




6.7. 


n^t.270 


SPhVIAf. :,IBHAMy MAISTAftlED BY Afiiy SERVING A CX)VERNMffT 








AGENCY USSR GfiOUP (cOntlmKid) 






.273 


HMdcot^nt of agency •mployee ustr group 


204 






Rtstarch (instruction) mployee 


252 






Level of research Involvement 




• 




Discipline/subject matter 


252 






Other employef 


1 oo 




.274 


Contractors to the agency In user group 


<.oo 




.279 


Other >jec1al library user group 


266 


6.7 


MM . 280 


:roEPKNDE.Mr ::pb:cTAL library {fS(:R group 


266 






(categories of target group should be self-defined) 




6.7 


W.290 


L)TRKR SPECIAL LIBRARY USER :HiOb'P 


266 






(categories of target group should be self-defined) 
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Outcome or Performance Measures 

Outcome measures represent a major component of management informa- 
tion; one which is difficult to articulate and measure. In reality, 
divisions within a library exist to carry on a number of activities. 
These activities are translated , into objectives which should be quanti- 
fiable and combine to form programs. Outcomes are measures of the results, 
impacts, or consequences of programs which represent what the library 
sets out to do. 

From a practical standpoint, the measurement of impact continues to 
be elusive, if not impossible. Examples of outcome measures that are 
concerned with impact illustrate the complexity of outcome measures. For 
example, the dollar value of improved decisions or the impact of the inter- 
library loan program are intricate and difficult to measure. This is most 
clearly exefnplified in the academic or school library where the concept 
of impact of the library is linked directly to the assessment of educa- 
tional outcomes or results of the educational program. In this case, it 
is impossible to disassociate the impact directly attributable to the 
library and that linked to instruction. Given these obvious complexities, 
the concept of outcomes has been translated within this structure into 
terms of performance measures--a decidedly more realistic concept to 
codify and measure. 

Performance measures represent a set of measures that assess the 
library's level of objective attainment. Performance measures have two 
perspect1ves--internal and ex^rnal. The i internal perspective relates 
to the level and adequacy of performance that are managerial concerns of 
the library. For example, the error rate of personnel and fiscal trans- 
actions is a management concern. In contrast, the external perspective 

133 
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of performance concern^ the ability of the library and Its actlvlt^les to 

meet the needs of the users. An example of a perfo|fmartce measure irrom 

\ 

this perspective Is the user satisfaction with Inforrriatlon serv1ces\ 

As Is readily apparent from the discussion thus far* the area.c|\f 
outcome/performance measures Isone that Is yet developing. Nonetheless, 
a number of criteria can be Isolated as critical to Institutional perl^or- 
mance. These criteria include: 

1. policy effectiveness 

2. operations effectiveness (including user satisfactfon) 

3. resource effectiveness 

4. budgetary control 

5. work envi\ronment/staff morale 

6. staff com^jetence 

7. productivity ' 

8. accuracy 

9. timeliness \ ^ 

These performance variables are applicable to each of the functional 
areas of the library. The idiosyncratic nature of performance measure- 
ment* and the fact that outcome/performance measures must be closely 
linked to specific objectives of . the individual library preclude dictating 
specific performance measures. This circumstance necessitates a very ^ 
individualized approach to the development of outcome/performance mea- 
surement. 

By way of example, a number of possible performance measures are 
provided here: 

1. Pol 1 cy ef f ecti veness : percent of reference questions answered 
by reference collection; percent of circulation that is re- 
newed; user satisfaction with circulation policy. 
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2. Operation s effectiveness: user satisfaction with library pro- 
grams; percent of inter! ibrary loan borrowing requests filled 
through first channel queried; number of order requests by 
users for materials already on order or in the collection; 
percent of purchases which circulate within a year of receipt. 

3- Resource effectiv eness: percent of grant/contract applications 
awarded; percent Tncrease of current year revenues over previous 
year. 

^- Budgeta ry control : percent of total budget spent during year; 
percent of materfals acquired at less than publisher's stated 
price; operating surpluses arising from provision of user 
copying services. 

^- Work environment/staff morale: employee satisfaction; average 
number of siclc ^fe^s taken per employee; employee turnover rates. 

6. Staff competence: experience in job; user satisfaction with 
TfBrary -emp 1 oyee attitudes. 

7- Produ ctivity: amount of activity performed per dollar expendi- 
ture or service months of personnel . 

8. Accuracy: percent of referenK:e questions answered accurately; 
percent of items reshelved correctly; error rate in circulation 
records; error rate of catalog entries; percent of total col- 
lection recataloged due to inaccuracy. 

9. Timelijiess : lag time between receipt of reference question and 
respo<7se ; "percent of interlibrary loan borrowing requests filled 
within user specified time; percent of total purchase orders 
issued that are out-of-stock; number of days required to catalog 
the backlog; percent of items requested while in cataloging pro- 
cess; median/modal elapsed time required for physical processing 

Since ^ach of these performance measures is tied to a programmatic ' 

function, ea^h appropriate function is coded. The general code for per- 

formance is i. 7. nn. 80, where "t" indicates the type of library and "n«" 

I 

; ■ 

indicates the programmatic categories. 

Specifically, classification of performance measures is as follows: 
t L type of library 
t.7 pragram data code 

tJ.nn programmatic function, level 1 or level 2 ■ ■■ y • 
tJ.nn.B performance measure code 

t.7. nn. 80 performance variable, 1 through 9 as listed above 

: \\ : ' ,■.135; . • ,., . • 
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CODE 



OUTCOME OR PtRFORmNCE MEASURES OF THE LIBRARY 



' . 7 . rvi .810 roi.: .'7 yyrbxri r.V/Vj^vi;* ^ ^^^^^ 

. 820 riON:: m;Si i''mv.v>' 

f . 7 . . 830 '^h'-'K W( '/T hSFFffCT I VKNb:t^!> 

' .7. nr. . 840 :iV 'P(7T'M/i y ' V/TM.U. 

' . 7 . r>i . 850 .A /?A' ::NV!r<OmKHT/:>VAFy ^ft'iW.t' 

• . 7 . Mri . 860 :? ■ 1 wy-rF^h 'F 



: .7.^^2.880 WrUHACY 



r . 7. mi. 890 riyfiCLi.vF: 



"Page No. of Definition 

234, 235 

234 
234 
234 
234 
234 
234 
234 
235 
235 
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, CHAPTER V 



R«poi1i|ig and Racordlfig 

:U v: . , . ' . ' , 

Having cpmpTeted the structure of llffonnatlohanfl having ojitVned 
the Intended uses of this Handbool^.'^lt -Is appropriate t,o i^valuate two 
majdr facets of datd-'-collectlop and use^. underlined In earlier 
chapters of t»^1s Handbook, specific deterMnatlon of the-^pes^of data 
to beiiollect^d at the Individual library is larg^BtV depend^nf upon the 
types of data uses and requlr^rtiehts of that settlng.'j^^gj'efore, speclfl 
collection technique^^d sped f^:<^' tlses cannot be fully dbcumented In 
such a broad guide as th^ Handbook . However, a number of general ^gulde- 
lines and suggestion^ for* data collection and use ^^^^^ addressed. 

Principles of Data Collection and Reporting / 

In order to ensure 'accuracy and utility In a system 6f data, a num- 
ber of guidelines should be observed. The Ameri^n National ^tandarjdts -. 
Institute (ANSI) Z39. Subcommittee on Library Statistics (Z39.7)^ h 
tth^mrdited several basic principles of data collectlpn and data pre^o/. 
tatlonJ^'T^ie following $1x general principle^ are provided here with 
comments (,1n Italics) renting these to the Handbook: 



for L'l bra ry_Stat1 sties . Draft* for Discussion 
1978. Members.'of Subcoftilttee > are: Ellen Altman, Indiana University; 
Evelyn Daniel ,v'SyreLCUs'efl^j;Vers1ty;. Ronald Dubberly, Seattle Public 
library; Jahice E^e-Stuk^is, Minnesota Offlde of Public Libraries; 
C.'0«wes Schi1<<ft?i^ate Universltjit of New York at Albany; an8 Katherlne 
Emtrson* Chair, University of Ma^achus^stts Library at Amherst. 
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GeherAl Principle 1: Agreement of Expenditure Categories with other 
Reporting Categories. 

The same categories should be used for expenditures a& used In the 
rest of the report for staff » resources, services, etc. Every 
category In which expenditures are to t>e reported should also be 
separately Identlfl'tfble. * 

(ThiB prinoiple has been aooommodat&d with-Cn the Handbook by the 
use of etandcxrd oate^or*iee and leveta of detait oormon to both 
pvogr*am measuf'ee and reaouroe meaaurea. ) 

General Principle 2: Need for festlmates . 

If an exact figure Is not available for a" p,aft1cular It^m, l)ut the 
"amount H known to be greater than. zero, the library should enter 
an estimate of the amount and indicate that the figure Is an esti- 
mate by parenthesis ( ). > ^ . 

(While eetimates are of particular importance where information is 
unavailable J such estimates should he based upon rational" assess- 
ments; estimates which are grossly inaccurate should not re- 
ported. J - . / 

tienerfirr^inc^ple 3: Accpuntability of Categories. 

Reporting /should be in mutually exclusive categories insofar ^s 
possible, Sfc^thajtr-t6t^^ etc. can be derived 

from subtotaTVi isted by\categories. 

(Both the classification ar^ glossary stress elements of information 
which are both mutually exclusive and additive; csxution should he 
exercise<iy however ^ when combining data^ such as number of titles y 
from groups of libraries y if such data may he duplicative from ^ 
setting to setting,) 

General Principle 4: Collections as Resources. 

Collections should be'^treated Insofar as possible ds resources that 
are available to users as intellectual resources Independent of 
physical format (so tfeat, for example, one library's holdings of 
a particular series of 20 volumes is listed as the resource equiva- 
lent of another library?' s holdings of the same series in the form 
of reels of microfilm or a number of microfiche). 

(Cott'eatione are hdmdled ae r>08Oui*Qe8 within the context of the 
atructure of. information. Both meaaures of physical dimension^ and 
intetleotual content are provided. The former la neoeaaary for 
auah management aoncema aa facilities planning and equipment 
acaeae; the latter ia nedeaaary .to provide a meaaure of collection 
(sontent.) ^ ■ 
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Ger^eral Principle 5: Equipment Required for Nonprint Materials. 

* Where nonprint material can become accessible to human users only 
when amplified, projected, or 'ma^ified, the equipment necessary 
for this purpose becomes an integral part of that collection and 
should be considered in relation to the materials. 

(Equipment, in general, is considered as part of the reeouraee 
available to the library throughout the Handbook* While those 
pieces of equipment required to aooese nonprint materials are not 
considered to be a part of the collection resources of the library, 
the classification structure employed allows for ^appropriate links 
to be made between materials typ^s and related equipment. ) 

General Principle 6: Reporting of Income in all Forms. 

/\11 incowe should be reported, whether it comes in the form of money 
or in-kind materials; or services, provided byHhe regular budget, 
by government subsidy (e.g., CETA employees, workstudy students), 
by volunteers, donors, or whatever source. 

(While such a reporting rigor may be desirable, evidence suggests 
that this principle, although sound, is impractical. The valu^ 
of donated serviaea and donated materials, for example, needs to 
be considered in aontexi. The basic question of value is dependent 
upon whether the library would have procured such materials or 
service s o rdinarily. For this reason, the Handbook examines only 
those servfces provided to the library which are significant to the 
library, fn the case of donated matenlals, examination is given to - 
the volume of materials acquired and kept through gift. Sl^rvices 
- and other items which are provided . through government subsidy or 
other source of income are considered as incorfle to phe library, if 
such services or items are significant to the library. ) 

A few additional points about data collection should be made. Cer- 
tain types of infonnation-gathering--such as that about users and perfor- 
mance--may be too burdensome to incorporate into routine data coll%jtfon 

r 

activities. Due to the Qosts associated with collecting information, data 
collection can be reduced through sampling methodologies, and sampling 
should be preferred over~«5(tens1ve data collection. For certain informa- 
tion, however, sampling is ihapprbpriate (e.g., far personnel , financial,, 
and facility data). The library administrator should be aware of those 
data collection activities which are conducive to sampling, and follow 
appropriate methodologies. » 
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In order to avoid (JupHcatlve collection activities and to guarantee 
a higher degree of accuracy In data Collection activities. It Is of par- 
ticular Importance to Identify suitable data collection points within the 
library. Increasingly, library automation provides data by-products which 
are useful to management Information. For this reason, the library manager 
should tap this capacity for Information and avoid unnecessary manual data 
collection routines. In manual systems. It Is Important to note that 
information is most accurate at the source; thus, data colle)s^1on routines 
should, to the extent possible, be provided as by-products of the library's 
activity. 

Finally, better information is to be preferred over more information. 
In determining the types" of data to be collected at the individual library, 
information should be gathered only when and where justifiable, and not 
for the simple exercise of data collection. 

Guide to Levels of Reporting 

As indicated earlier, this llandbook is not intended to dictate the 
types of data collected by the individual library or by groups of libraries 
However, in an effort to identify the information needs at national and 
state levels, an attempt has been made to isolate those types of data 
which are required at the local level to meet the perceived information 
needs of external agencies and organizations. Figure 4 presents an over- 
view of the types of data which are suggested as letting the needs of 
varying levels of data collection. Within this context, (elements iden- 
tified and defined in this Handbook have been detailed at Level III of 
this figure; combinations of these elements are identified in Levels I - 
and II. This broad examination suggests the^types of data which might be 
desirable at state levels in Level II and at national levels in Level I. 
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FIGURE 4 



LEVELS OF ENVIRONMENT MEASURES: EXTERNAL SETTJN6 
AND INTERNAL ORQANIZATION 



LEVEL I 



IDENTIFICATION 



- LEVEL U 



ievelMu 



IDENTIFlCATiqH 



IDENTIFICATION 



Corporate name of parent organization 

ANSI Standard Library Identification Number 

Location 
Address 

U.S. congressional district 

State senate district 

State legislative district 

Standard Metropolitan Statistical Area 

.City 
County 

State/ territory 



(SLIN) 



LEGAL CONTROL/ IDENTITY 



Public 



Private 






Othtr 







/'LIBRARY TYPE 



Academic libraries 



Public libraries 



School libraries 



LEGAL CONTROL/IDENTITY 



-Public- 



-Private- 



-Other 



LIBRARY TYPE 



-Acadenilc libraries- 



-Public llbrarles- 



•School llbrarles- 



LEGAL CONTROL/IDENTLTY 

Federal /dominion 
-State/province 5 
-Territorial 

School dlstrlct(s) 

County/ borough (or counties) 
^Regional 

-Municipality (city, township, 

etc) 
LOther 

Proprietary 
Independent « nonprofit 
Affiliated with a religious 

group 
Other 

'Other 



LIBRARY TYPf 

Two-year . 
Four-year 
University 
i-Other 



jUrban 

■^^Rural 



Elementary school 
Junior high school- 
Hidale school 
►Secondary school 
•Other school 
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LEVEL I 



LIBRARY TYPE 



Special libraries 



RELATIONSHIPS TO OTHERS 
ORGANIZATIONS AND OTHER 
LIBRARIES 



tEVEi, II 



LIBRARY TYPE 



Special libraries In 
academic Institution- 
settings 



Special libraries In the 
private sector 



Special libraries In 

Federal, state, or local- 
government agencies 



Independent libraries- 



Other special libraries- 



RELATIONSHIPS TO OTHER 
ORGA'NIZATIONS AND OTHER 
LIBRARIES 



m ui ^ 

LIBRARY TYPr 

Law library In an academic 

institution 
-Medical/health sciences library 

In an academic Institution 
^Engineering and sciences library 

In 4n academic Institution 
Theoloay library In an academic 

Institution ^ 
Arts and humanities library In 

an academic Institution 
Mother special library in an 
academic institution 

Special library In trade and 
professional organisations 
(Including trade unions, 
county bars, technical 
societies, and other trade 
and professional organizations 
Research and development 

organizations 
Marketing organizations 
Production organUatlons 
Business andf service organiza- 
tions (Including banks, 
hospitals, law firms » and 
other business and service 
organizations) 
Other special libraries In the 
private sector 



Special libraries 

agencies 
Special 1 ibrarles 

agencies 
Special 1 Ibrarles 

agencies 



In Federal 
in state 
in local 



-Independent libraries 
-Other special libraries 



RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES 



/ 



Cooperative endeavors 

Identification of cooperative, network, or consortium. 
Corporate name of cooperative, network, or consortium 
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umj . 

RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES 



Numbtr of cooperating 
1 ibrar1e$ in each 
cooptratlve, nttwork, 

or consortium 



UVEl 11 

RELATIONSHIPS Tfl OTH^R ] 
ORGANIZATIONS AND OTHER ^ 
LIBRARIES 



Numbtr of libraries In 
region, state* etc 

- cooperating In each — 
cooperative » network, 
or consortium 



JJlLkJiJ 

RELATIONSHIPS TO OTHER 
ORGANIZATIONS AND OTHER 
LIBRARIES 

Academic libraries 
Public libraries 
School libraries 

Special libraries In an academic 

Institution setting 
Special libraries in the private 

sector 

Special libraries In Federal 

government agencies 
-Special libraries In state 

government agencies 
Special libraries In local 

government agencies 
-Independent libraries 
-Other special libraries 



Activities sponsored by cooperative^ network, or consortium 
Collection development s^ervlces 
Materials acquisition 
Materials preparation 
Interllbrary loan 
Information services 
Other 



SERVICE OUTLETS AND 

FACILITIES AVAILABILITY 



Facilities availablHty 
(total hours number 
of service outlets) 



SERVICE POINTS AND 
SERVICES AVAILABILITY 



Services availability 
(total hours number 
of service points) 



SERVICE OUTLETS AND 

FACILITIES AVAILABILITY 



Number of service Outlets- 



^Total number of hours 
annual ly. that service- 
outlets are open 

SERVICE POINTS AND 
SERVICES AVAILABILITY 



pNumber of service points^ 



^ Total number of hours ^ 
annually that service 
points are open 



SERVICE OUTLETS AND 

FACILITIES AVAILABILITY 

Central (main) library 
Number of branch libraries 
Number of bookmobiles/media / 

mobiles 
Other service outlets^ 

Number of hours annually that 
- that each service outlet is 
open 

SERVICE POINTS AND 
SERVICES AVAILABILITY 

-Number of service points 

within central (main) library 
"Number of service points 

within branch libraries 
-Number of bookmobtle/media 

mobile stops 
-Number of service points 

within other service outlets 



-Number of hours annually that 
each service point Is open 



136- 



kLYIU : 

COLLECTION AVAILABILITY 



Collection avalUblllty 
(total hour* numbtr 
of coUtctions) 



LEV^L U 

COLLECTION AVAILABILITY 



Number of discrete 
collections 



Total number of hours _ 
annually that 
collections are open 



LEVEL HI 

COLLECTION AVAILABILITY 



-Number of discrete collections 



•Number of hours annually that 
each collection is open 



) 



/ 



* 
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LEVEU OF MEASURES: TAa^T GROUPS 



LEVEL I 



TARGET GROUPS OF ACADEMIC 
LIBRARIES 



Enrol Imtnt 



Institution employees 
headcount 



TARGET GROUPS OF PUBLIC 
LIBRARIES 



Li^EL 11 



TARGET GROUPS OF ACADEMIC 
LIBRARIES 



"Undl^rgraduate headcount^ 



-6rad|uAte headcount. 



E Nond^grte/ nond 1 p I oma / 



noidcertlflcate students 



Instructional /research, 
personnel headcount 



Other employees- headcount. 

TARGET GROUPS OF PUBLIC 
LIBRARIES 



LEVEL III 



TARGET GROUPS OF ACADEMIC 
LIBRARIES 

{Undergraduate enroll men t by 
discipline 
Undergraduate enrol Imnt by 
status (full-tlM, part-time) 

rGraduate enrollment by discipline 
^Graduate enrollment by status 
(full-time, part-time) 



>-Nondegree/nond1ploma/noncert1 « 
ficate students 



-Instructional /research personnel 

by discipline 
-Instructional /research personnel 

by status (full-time, part-time) 



rOther exempt employees 
^•Nonexempt employees 



TARGET GROUPS OF PUBLIC 
LIBRARIES 



Primary service area 



Population of primary service area 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



Average dally membership 
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LEVEL I 



TARGET GROUPS OF SCHOOL 
LIBRARIES 



Lowtst and h1gh«it gfades 
or yt«r$ 




TARGET (IWdlPS OF SCHOOL 
LIBRARIES 



Grades reprtsenttd' by 
reporting school 



LEVEL HI 



TARGET GRIAjPS OF SCHOOL 
LIBRARIES 

Gra^e enrol Imnt or year pli 

-Prtklndergarten 

-Grade 1 ^ 

•Grade 2 ^ 

-Gr^de 3 

'Grade 4 

-Grade 5 

•Grade 6 

-Grade 7 

-Grade 8 

rGrade 9 

*Grade 10 

-Grade 11 

-Grade 12 

"Over grade 12 

-Ungraded 

1 year 

2 years 

3 years 

4 years 

5 years 

6 years 

7 years 

8 years 

9 years or above 



TARGET GROUPS OF SPECIAL 
LIBRARIES 



TARGET GROUPS OF SPECIAL 
LIBRARIES 



TARGET GROUPS OF SPECIAL 
LIBRARIES 



Employees of parent organization 



Affiliates of parent organization 



Other users 



> 
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LEVELS OF HEASUHES: COLLECTION RESOURCES 



LEVEl f 



COLLECTION DESCRIPTION 



Books and othtr print 
Mttr1«1s 



Mlcrofomi 



Other materials 



TO n 



COLLECTION DESCRIPTION 
i-aooks ■ 



Serial s- 



^Other print mat'erlals 



-Microform 



r^Audlorecordlngs 



-Computer K^terlals- 



Other coiit^ter materials 
rV1deotap« 

Electronic display material — -+V1deod1sc 
1 LOth«r rec 



-Projected and magnified, 
material 



Lother material 



COLLECTION DESCRIPTION 



Periodicals (bound, unbound) 
Newspapers 

Other serials (bound, unbound) 



rfer^icei ti 

-f Pamphlets ( 

l-Other prini 



Vertical f^le mattrlals 

In vtrtlcaV files) 

rMlcroflche or microfilm card 

^Microfilm 

•Ultrafiche 

-Other microform materials 

-Audlocard 
-Audlodisc 
-^Audlopage 
-Audiotape 

-Other audi (^^0^1 ngs 



mi 

E Computer prlnto^ 
Magnetic storag/ 
Oth«r catkmtmr ma 



Other recorded electronic display 
material 

rFllmstrIp reels/ films trip sets 
•Motion picture film (reels) 
^Slides 

Lothef projectfd and magnified 
material 

rPlctorlal representation tatlas, 
chart* map» picture, other 
pictorial ) 
Score 

Three-dimensional material 
-Kits 

-Braille material 
-Manuscripts 
Mother material 



Titles of books and bookstock 



Titles of periodicals and other serials 



Titlas of other print and print facsimile 
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LEVELS OF MEASURES: FACILITY RESOURCES 



LEVEL I 



ROOM USt fcATEQOHlES 



Attign«b1t tqutrt fttt 
of ustr «rti 



Aftsigntblt iqutrt fttt 
of suck arti 



Assignabit squart fttt 
of work arta 



Othtr arta 



Linear feet of shtlving 



Seating capacity 



ROOM USE CATEGORIES 



Assignabit squart fttt 
of ustr arta 



^Assignable squart fttt 
of stack arta 



Assignable square feet 
of work area 



•-Other area 




-Linear feet of shelving 



•Seating capacity—^ 



ROOM USE CATEGORIES 

Assignable squart feet of: 
rClassroom and laboratory 

fad! 1 tits 
-General ust facllltlti 
Lstudly facility <rt«d1ng/study 

room* user Information arer) 

rOpen stack/reading room 
4-Stack 

Wff-sitt storagt arta 



-Sptclal >i«t facility 
Iff ice facility 
^er supporting facility 



-OtherNarea 



Linear feet of shelving 1i 

EMaIn library 
Branch libraries 
Off-site storage area 
Other servlof outlets 

Seating capaci tv^tn: 
pMaIn library \ 
-{•Branch 11brar1es\ 
Lother service outlets/ 



Handicap access 



/ / 



/ 



h I 

' I J 
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LEVEL I 



FUND SOURCES (INCOME IN 
DOLLARS) 



Ftdtral sourcM 



Stitt sourctt 



Local or rtglonal sourcis 



Revtnut sharing 



Other sources 



OBJECT OF EXPENDITURES 



Personnel costs 



Other operating costs |- 



LEVELS OF MEASURES: FINANCIAL 



FUND SOURCES (INCOME IN 
DOLLARS) 



•Federal sources- 



•State sources < 



•Local or regional sources^ 



•Revenue sharing 



f-Prlvate contracts and grants- 
-Generated incoine m , ■ ■ 



* Endowment income 



Private gifts and 
contributions 



-Other income 
-Transfers-in- 



OBJECT OF EXPENDITURES 
rSalaries and wages «~ 



•Fringe benefits 



pSupplies' and services** 



•Noncaplta.1 equipment- 
Plant operation and ^ 
maintenance 



LEVEL III 



FUND SOURCES (INCOME IN 
DOLLARS) 



rFederal appropriations 
If 



-Federal contracts and grants 



rState appropriations 

"15 



-State contracts end grants 



rLocal or r<rj)1ona1 appropriations 
■ttocal or r^gfonal cohtracts 



and grants 

-•Revenue sharing 

—Private contracts and grants 

-<^Generated Income 

—Endowment Income 
Private gifts and 
contributions 

—Other Income 

•-Transfers-in 

OBJECT OF EXPENDITURES 



rExempt employees 
■^Nonexempt employees 



r£xem|>t employees 
"^Nonexempt employees 



{Equipment rental 
Contracted labor 
Other supplies and services 



-Noncapital equipment 

-Plant operation and maintenance 



V 
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lEVEL I 

OBJECT OF EXPENDITURES 



Currtrit colUction 
txp«iKl1turt> 



Capital costs 



VEVEl U . 

OBJECT OF tXPENOlTURES 



rL1()rary mattrlals 
axptndltures 



leastd c<Jll€Ct1on nwitfrlal^ 
expenditures 



Collection maintenance 
expenditures 



Current-fund expend1t;ure5 
for capital assets 



LEVEl m ^ 

OBJECT OF EXPENDITURES 

Expenditures for: 
rfrlnt material 
Periddlcals purchased on 

subscription 
Other print material purchased 

on subscription 
Microform material 
Mother material 



'Leased collection material 

^ 

Binding and r^binding .(e^luding 

Ittlaries of library p^irionnel 
Materials conversion 
Other collection maintenance 
expenditures 

j-New branches 

"*-Other current-fund expenditures 
for capital assets 
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LEVELS OF MEASURES: PERSONNEL 



1 . ^ 



LEVEL III 



EHPLOVEE CATEGORIES 



ExMpt (professional) 
«|p)oytts 



Nontxtfnpt (other) 
•nployMS 



EMPLOYEE CATEGORIES 
f Extcuti v«44dm1 n1 itrati ve/-r 



( 



Sptclallst/llbraHan- 



rTechntcal 



Office/clerical- 
^ Service 



EMPLOYEE CATEGORIES 



-Extcut1vi/a<tn1n1$trat1ve/ 
m|nag«r1a1 



Librarian 
Htdia specialist 
Othtr sptclalUt 



Library technician 
Hedia technician' 
■t)ther technical . 



■Secretarial /clerical 
-Page 

-Service w 



Donated services 



Contracted services 



Stude 



^^ ^ssls 



tants 




Raclal/ethrric categories 



SALARY LEVELS OF EXEMPT 
EMPLOYEES (FULLtTIME QNLY) 



Handicapped status 



^LARY LEVELS OF EXEMPT 
trt'LOYEES (FULL-TIME ONLY) 



SALARY LEVELS OF EXEMPT 
^ EMPLOYEES (FULL-TIME ONLY) 



B«lp« $7, 

$7,000 - 
$8,000 - 
$9,000 - 
$10,000 
$11,000 
$12,000 
$13,000 
$14;000 



000 

$7,99^ 

$8,999 

$9,999 
$10,999 
$>1 ,999 
$12,999 
$13,999 
$14,999 



$15,000 
$16,000 
$19;000 
$22,000 
$25,000 
$30,000 
$35,000 
$40,000 
$45,000 



- $18,999 

- i2J,999 

- $24,999 

- $29,999 

- $34,999 

- $39,999 

- $44,999 
and above 



^by headcount, service mbnths, /ind/or. status (full-time 6t paft-^t'lme)", 



-144- 



LeVELS-H)P MEASij^ES: ACTIVITY 



lEVEl I . 



ACTIVITY MEASURES 



Olrtcttont) tr«o»«<;tion 
1 



[ 



Rtf«rtnc* transaction 



Group transaction 



7 



ACTIVITY MEASURES 



►01r«ct1on4l transactlon- 



•Rtference transaction ^ 



►Group transaction 



:2 



LEVEL in 



ACTIVITY MEASURES 



•Oirtctional transaction 

Catal0]{ing information trans^ 
action 

Rtadtrs or rtstarch advisory 

transaction 
Fafct-finding transaction 
Littrature sta^h transaction 
Community mftrral transaction • 
Othtr rtferral transaction 
Research and analysis transaction 

rLltirary tours^ 
Lectures^ 

Madia presentations 

•Storybook hOur$2 ^ 
Other group presentation 



Subscriptions received 



FilTed Interllbrary loan lending requests 



Items requested through Interllbrary loan 



•Subscriptions received- 



pNumber oV current periodical 
subscriptions received 
(Including duplicate titled) 

'Number of current newspaper 
subscriptions received 
(Including duplicate titles) 

^Number of other current serl^al 
subscriptions received 
(Including duplicate titles) 



dumber of pl\ysical units of books in print acquired 
Number of physical units of other print materials acquired 
Number of physical units of nonprint material Sj^cqul red 
Number^'Of physical units of government pgblrications acquired. 

Number of physical units of foreign publications (other than government documents} 

Number of domestic publications (other than government documents) 

Titles acquired " ' ^ 

Number of unique subscriptions maintained 

Number of gifts received and retained 

Number of joint acquisitions 



by headcount attendance and number of transactions 



Prtstnt>t1<»w< pf th» Data • \ 

r— : — 

Presentation of the data about library programs and resources depends 
upon the purposes and requirements of the Information. Typ'^ally, for 
reporting purposes, a standard format Is employed by the ^g^cy or orga- 
nization requesting information about the library. However, for certain 
purposes—for example, pre^ntations to the parent organization or to the 
constituency of the library--the library manager may wish to organize the 
data in a manner mpre appropriate to the audience and to the purposes of 
the presentation. ' • 

Combinations of the programmatic activities (outlined in Figure 1) 
may be useful for certain type? of presentation. Several alternative 
combinations are available and can be selected for varying purposes. 
Combination of materials-related services (i.e.. Resource Distribution 
Services; Technical Services) provides the library manager with a picture 
of those largely inventory and housekeeping functions of the library. 
Similarly, content or information-related activities (i.e.. Cultural,^ 
Educational, and Information Sefrvices; Collection Development Services) 
can be separated. This latter combination highlights those information 
activities which are useful to promotion purposes. 

Alternatively, those activities which are basic to the provision -of 
Information and ideas regardless of the source or format of that infor- 
mation (i.e.. Cultural., Educational, and Information Services; Resource 
Distribution Services) can be tinked for other porposes useful to the 
library manager. . In this manner, all functions of the library can be 
vtewed as the manipulation, storage, and provision of information to 
meet the neetis of the library user. Using this latter conceptual base, 
the.^ programmatic categories are grouped according to development and 
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maintenance of the resource (i.e., Collection Development Services; 
Technical Services) and the use ♦of these resources or service activities 
(I.e., Resource Distribution Services; Cultural Educational, and Informa- 
tion Services). Tigure 5 displays these alternative combinations of pro- 
grammatic activities. The manner in which these programmatic activities 
• .are combined or prioritized is left to local option, based upon political 

and promotional needs. - ^ ' 

J 

Figure 5 

RELATIONSHIPS OF PROGRAMMATIC CATEGORIES^ ' * 





Content-Related 


Materials -Re la ted 


Direct User Services 


Cultural, Educational, 
and Informational 
Services 


Resource 

Distribution 

Services 


Indirect User Services 


Collection 

Development Services 


Technical Services 


Support Activities ^ 


Administrative Services 



Difficulties Associa ted witMn Reporting 

* 

There are a number of areas of information which require further 
consideration in the context of reporting. These areas are associated 
with accounting for services and products which are multi-S^urced or 
multi-purpose. An obvious example is computer support which assists a 
variety of programs within the library. Increasingly, bibl ijpgraphic data 



Adapted from Emerson, Katherine, presentation at first meeting of the 
Project Review Group, Chicago, April 01-12, 1978. Results of discussion 
of Virginia Cesario, Susan Crawford', Rbnald Dubberly, Shirley Echelman, 
Katherine Emerson, Janice Feye-Stukas, Jan Keene, Scott Kennedy, Mary Jo 
Lynch, Elinor McCloskey, Niek Os$o\ Jim Riley, and El dred 'Smith. 



bases «re employed simultaneously in materials acquisition, cataloging, 
and reference. Under these circumstances, the expenditures associated 
with these data bases may not be, directly linked to any single program."* 
Within internal systems, these expenditures can be examined separately . 
from direct program expenditures; however, in reporting to external agen- 
cies and organizations, accounting for such expenditures is usfually not 
clear. Ideally, the library manager would be able to prorate |p>e expen- 
ditures for computer support systems on usage factors and product co^t. 
However, unless the computer system is able, as a .by-product , to provide 
specific use data, such information is costly to collect. Work sampling 
methodologies a^e available if the library manager wishes to pursue pro- 
ration of costs based on use. At this time, there are no clear-cut 
directions on how best to apportion these costs when reporting to externa 
agencies and organizations about the program costs of the library. For 
this reason, it is obligatory that data collection agencies specify the 
manner in which such information be reported. 

, Similar problems are associated with the services of systems or 
cooperatives provided to the individual library. Such services may 
include information and referral^ backup, interlibrary loan switching, 
rotating collections, and other services which directly benefit the mem- 
ber libraries, but whose costs cannot generally be apportioned directly 
to any single library, Unless such services and the related costs can 

' be identified with a 'single member library, income^ and expenditures at 
the system level should be accounted for as a 'system cost. At a minimum, 
reporting of system costs and services should be cqqsI stent. That is, a 
system library and member libraries should jointly a^ree to t|>e manner 

;>in which system operations will be reported. 
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Joint or shared acquisitions between two or niore libraries present 
additional reporting dilemma. Within the context of the Handbook. 
recomnended that joint or shared acquisitions be identified and reported 
separately. However, in reports which do not accomniodate data about 
joint or shared acquisitions, these libraries should decide upon an 
appropriate apportionnie'nl of joint acquisitions in order to avoid dupli- 
cate repi&rting. 

Finally, networkirt^ and resource sharing have only minimally been 
identified by this Handboo^k . WH"i 1^ the pieces necessary to evaluate 
participation in networks, consortia, and' cooperatives are included in 
the system of information, no attempt has been made to link these data 
to describe and assess participation in these endeavors. Methodologies 
and definitions are developing to accommodate these library support sys- 
tems and .should be incorporated into the reporting systems of the indi- 
vidual library as they become available. The reader is directed to the 
Survey of Library Networks and Cooperative Library Organizations being 
conducted by Value Engineering,' Incorporated, for the National Center for 
Education Statistics and to A_61oSA.ary for_UbrAry_ M^^^^^^ developed 
by Dataflow Systems, Inc. ' " 

Sunmary 

It has been the intention of this Handbook to identify and define 
the data necessary to meet the managen)ent information needs of the 
library administrator; to respond to the reporting requirements of 
external organizations and agencies; and to assist libraries with infor- 
mation exchange. It is not possible within a single handbook to address 
every element appropriate to all settings in the library community. 
Rather, the Handbook provides a basis from which individual libraries. 
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or groups of libraries, can begin to refine and adapt the concepts pre- 
sented to meet their Information n^eds. Similarly, It Is difficult to 
provide « system which will address simultaneously the needs of the major 
research library and the small rural library. Thus, the Handbook has taken 
a middle course, with the hope that the basic concepts can be adapted to 

T 
\ 

meet the needs of either extreme. 

K 

Hi summary, it is hoped that the Handbook will be viewed as a start- 
ing point--not the end point--of the development of a language for Inter- 
organizational communications. "* There are many problems yet inherent in 
the>eporting and recording of information, some of which have been 
identified here. These areas require further investigation in order to 
provide solutions. [)espite these acknowledged constraints, the Handbook . 
provides a sound and thorough basis for the library administrator to 
haN/e a valuable management tool. 

V 

t 

■ 
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INTRODUCTION ./ 

Th« following glossary is intended to provide a guide to the data 
elements which are useful for recording, reporting, and exchanging data 

about library resources and library programs. These elements and related 

/■.. 

definitions are equally intended for data collectors at Federal and state 

levels as a basis for identifying measures of library services, and 9s a 

basis for data collection effQrts. The elements defined herein have been 

identified and classified in Chapter IV, Structure and Classif icatioh of 

# 

Information. 

The intention of this glossary is not to advocate the types of data 
to be collected by the individual library, but rather provides a guide 
to the definitions for categories which the library manager may wish to 
select as part of internal management systems\ Therefore, the data defi- 
nitions supply a foundation for information exchange among libraries 
which employ these definitions, and will ideally ensure comparability 
and compat1b1<i i ty among data collected at various levels and by various 
organizations. 

The reader should keep in mind this coatext from which these elements 
were drawn. These definitions are not inclusive of library science, 
educational technology , or related fields. Rather, the elements are 
selected largely from the management information requirements of "library 
administrators and are structured on the concepts presented in this Hand- 
book. In light df these specific purposes, the terminology employed here, 
and the definitional contenfof the glossary, is fundamentally tied to 
the library community.^ It is not intended to be applicable to other 
communities nor tp address definitional requirements in other settings. 
Further, it should be recognized that t^l^^ library community is itself 

i5s 
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dynatnic; that new terminology and definitions need to be evolved to 
accomriGdate innovation. - %, 

Finally, the purposes of these definitions are not to dictate the 
manner in which a library is organized, nor to provide a view of the 
methods by which the activities of the library are to be conducted. 
Instead, these definitions provide a basis for language with which to 
communicate data and concepts about the library among a variety of orga- 
nizations. A definition cannot reflect the interpretation *of a term by 
every individual; rather, it provides a simple formula by which to trans- 
mit data with the understanding that these data are (to the extent posti- 
ble) comparable. 



Structure and Sco pe of the Glossary 




The glossary is arranged in alphabetical order and based upon class- 
ified categories. Thus, for example, the personnel resource descriptors 
are grouped together. Such an approach ensures that all categories of 
' information pertaining to a major heading are included (e.g., sources of 
income), and that categories are mutually exclusive. Similarly, the use 
of a classified index al]ows for aggregation of data either for internal 
Or reporting purposes.' Other approaches were explored and found useful 
for some purposes. Kowever, within the context of the Handbook, the 
following was preferred. Aij alphabetical listing- is provided in the 
i»dex of the Handbook which references terms employed in the glossary. 

In order to ensure t+iat levels of aggregation are possible and that 
the glossary is flexible enough to accommodate new concepts and termi- 
nology relating to the library, a subcategory of "other" is used exten- 
sively throughout the glossary. This /subcategory allows for further 
divisions as necessary to meet the needs^irr"the individual library, and 
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ensures that all possible forms of a category are included In reporting 
.and Information exchange. 

Cross-references are irtade to minor headings under major categories. 
For example. BOUND PERIODICAL: Se^J Pe riodica l uhder MATERIALS FORMAT 
directs the reader to the entry in the glossary--MATERIALS FORMAT--and 
the subcategory Per iodical . Capitalized terms indicate" major entries in 
the glossary. To the extent possible, acronyms have been avoided in the 
glossary, as have proper names, individual corporations, and agencies. 

The definitions employed in this glossary were drawn from a variety 
of sources which are enumerated in the last section of this glossary. 
Authorities for Definitions. These sources, where employed, are cited 
after each definition as applicable. Citations followed by an asterisk 
(*) denote a variation from the original definition. 

Special commendation needs tO be given to Robert Prase, for his com- 
pilation of the draft document Glossary of Library Statistics Term^ (un- 
published) and to the members of the statistics committees of the American 
Library Association for their review of Mr. Prase's work. 

Unless otherwise stated, the National Center for Higher Education 
Management Systems (NCHEMS) is solely responsible for the definitional 
content and terminology of this glossary. The following NCHEMS sources 
were employ^*: 

1 . A /lossary of St andard Terminology for Postseco ndary Educa tion, 
1978-79. ^ 

2. A Manual for Budgeting and Accounting for ManpoweK Res ources in 
Postsecondary Education, Second Field Review Edition, 1975.~^ 

3. Adult Learning Activities: A Handbook of Terminol ogy for Classi- 
fying and Describing the Learn ing Activities of Adults_, 1978^ 

16 X 
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5 



6 
7 



9. 
10, 



<• . t,r. 

Higher Edu cation Fapllltl^s Inventory and Classification Manual . 
Technical ReporraS, 1973. ~ 

Higher Education F inanq fe Manual. Technical Report 69, 1975/ 

Infor mation Exchange Procedu res--Data Formats and -Deflnl tlons , 
Technical Report 64, 1975. 

L ibrar y Statistical Data Base Formats and Definitipns. Work 1 ng 
Hbcument for Field Review, 1^7). ~ 



8, Program CI assi f 1 cati on Strug tijre . Second Edition, Technical 
, l^eport 106, 19^8. " 



PLP5XM-i^Asyi^» Technical Report 35, 1973. 

State^jLevel InformatiojvBa_sej::iDatd F£rmats_jnd_Glo^sj^r^ Field 
Review E(JTtTon,"T5T77~^ 
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ABBBEVIATED CATALOGING: See Brief cataloging under CATALOGING ACTIVITY. 



ABSTRACTS: See REFERENCE COLLECTION- 

ACADEMIC COURSE LEVEL: The level of offering Hv instructional courses at 
Institutions of postsecondary education. Course levels are assigned 
relative to the intended degree of complexity or expected level of stu- 
dent comprehension rather than the student level of those enrolled in 
the course* The course levels included within each discipline category 
are: 



4 



1. Lower di vision: Course offerings at a level of comprehension usually 
associated with freshman and sophomore students. 

2. Upper division: Course offerings at a level of comprehension usually 
associated wTth junior or senior students. Jointly offered upper 
division and graduate courses should be classified as upper division. 



3. Graduate/prof essi onal d1 vi s lon : Course offerings of- a level of 
comprehension usually' associated with po§t-baccal aureate students. 

4. Other: A course level to be used in situations where the previous 
tTiree course ]evels are not appropriate. 



ACADEMIC DISCIPLINE/SUBJECT MATTER: See DISCIPlINE/SUBsJECT MATTER. 
ACADEMIC FACULTY: See RESEARCH/ INSTRUCTION EMPLOYEE. 

ACADEMIC LIBRARY: A library forming, an integral part of a college, univer- 
sity, or other academic institution for postsecondary education, organized 
and administered to meet Ihe needs of students and faculty of the insti- 
tution. (5)* Academic libraries can be categorized into the following 
types of postsetondary institutions according to the Federal Interagency 
Committee on Education (FICE) Code: 

i ^ . 

1 . Academic library vin a major doctoral -granting institution (univer- 

-sity) : A library in an institution granting a minimum of 30 doctoral 
leve^l degrees (including first-professional degrees in health 
sciences-'medicine, dentistry, etc.), and granting such degree^ 
in three or more doctoral -level program areas. 

2. • Academic Ijbrary in a comprehensive college : A library in an insti- 

tution In which the number of doctoral level degrees granted is 
less' than 30 or in whjch fewer than three doctoral -level programs 
are offered, but which grants a minimum of 30 post-baccalaureate 
^ degrees and grants degrees in three or more post-baccalaureate 
V programs, or confers over 50 percent of its degrees at the post- 
baccalaureate level in three or more programs; and does not confer 
over 50 percent of its degrees in selected program areas. 



163 
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ACADEMIC LIBRARY (continued) 

3- Academi c 1 i brary in a qenm:al_baccaljau^^ A library In 

an institution in wfiTcn the~ number o"f posT^baccalaureate de^flrees 
granted is less than 30 or in which fewer than three post-bacca- 
laureate level programs are offered* but which grants a miniUKim of 
" ^30 baccalaureate 'degrees and grants degrees in three or more programs 
or confers over 50 percent of its baccalaureate degrees in inter- 
discipl inary\ studies. 

4. Academic library in a sjpeciarized or professional Institution: A 
library in an ins'tltTitloTT that awards at least tFe~bacKToFV degree 
and that awards at least 50 percent of its degrees in a single area 
of specialization. Specialized institutions include, fjoY example, 
divinity schools, medical schools, engineering schools, business 
and management schools, art, music, and design schools, law schools, 
teacher's colleges, and U.S. service' schools. 

^ . / 

5. Academic library in a two-year coTlege: A library in an institution 
tFat confers degrees or"awarHs for The first two years of college 
work, but does not Confer degrees at the baccalaureate, master's, 

or doctoral level. In addition, the institution may offer programs, 
courses, and awards for less than twp years of work. Institutions 
with a two-year upper division poogram do not fall in this categor^y 
because they ,gr;ant baccalaureate degrees. 

6 • Academic library in a mu 1 1 i -J^rMr-^L^^^'Pjli jV a 1 1 ona 1 s c hoo 1 : 
AH 1 brary in "an institution, such as a business or trade school or 
technical institution, which admits as regular students only persons 
who have cortip^eted or left elementary or secondary school and who 
have the ability to benefit from the training offered by the insti- 
tution, and whi^h is legally authorized to provide, and provides 
within the state, a program of postsfecondary vocational or technical 
education designed to fit individuals for useful employment in 
recognized occupations. (13) 

7 . Aca demic libra ry in a single progVam_occu£ajtion^^^^ : 
A'TTbrary in an ^institution that awards degrees in only one of the 
major occupational areas. It may offer training itt several . occupa- 
tional programs within a major occupational, or vocational area. 

Academic library'"'^, another institution of postsecondary^edkjCjLtion : 
A library in "any Tn'sti tutioi^f post secondary educaTTon not defined 
nor identified abov6. ^ . 

ACADEMIC LIBRARY TARGe't GROUP: Those persons for whom the seVvices and 
collection resources of the library are intended and who are eligible 
for these. Such target groups generally include members of the academic 
community which the library serve's, and can, be categorized according 
to the foil owl ngt> , i 

1. Undergraduate student^: For some purposes, it is appropriate to 
further ref 1 ne tKTs"category to reflect lower division and upper 
division students. 
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Kckbimc LIBRARY TARGET GROUP (co;itinued) ♦ 

2, Graduate students : For some libraries, it is appropriate that stu- 
dents ill proiPessiooal schools be distinguished from other graduate 

X , students, 

3 . Nortdegree/nondi pi oma/noncert i f i ca te students 

4. Research/instruct ion employees 

5, Other emp loyees of the aca demic institution */ 

ACADEMld" LIBRARY USER GROUP: Those persons, either within the library's 
target group, or other, who actual ly utilize the services or resources 
of the liJt)rary. Types 'c^f academic J ibrary user groups correspond to 
target group descriptors, and may also include affiliates and alumni of 
the academic institution, persons affiliated with other academic insti- 
tutions, and the residents of the conununjty in which the library resides. 

ACADEMIC MAJOR: SeeVcADEMIC STUDENT MAJOR PROGRAM. 

< 

ACADEMIC REPORTING-UNIT STRUCTURE: The type of organization- that identifies 
the academic institution for reporting purposes. Types of structures 
include: * 

1. Single-campus institution: A postsecoftdary-education institution 
that conductTTts programs at a single site. 

2. Parent institution/main campus : Usually the location of the core, 
prlniary, or most comprehensive program (i\i institutions consisting . 
of a main campus- and one or more branch campuses). Unless the 
institution-wide^ or central administration office of such institutions 
is reported to be at a different location, the main campus is also 
the location of the central administrative office. 



antral 

3. Branch campus : A campuij^^di vision of an organization that is 
• organized on a relativ^^p^manent basis, (that is, has a relatively 

permanent administration), t[Kat offers ain organized program or 
programs of study (as oppp<»ea to courses), and that is located in 
a community different from that in which its parent organizatiorvM^s 
located. 'Being in a community different from that of the parent*^, 
institution means, that a, branch is located beyohd a reasonable , * ' 
commuting distance from the main campus of the parent .institution . 
(18)* ,, .> ^ 

4. Campus in a mu1ti-cank)ui«*system : An administratively equal campus 
in a. complex of two or more institutions, each separately organized 
or independently complete, under the control or supervision of a 
single administrative body. . ' 

5. Central office : The administrat'ive body or. component that supervises 

the various administratively equal campuses in a multi -campus' system. 

- • ' ^ ■ . ■> 

* • . • . •■ . 

6. Joint library : A library that serves, two' or more academic institu- 

t'lohs or one institution and a nart of another. (21) 
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ACADEMICSTUDENT COUNTS: Number of students, usually on a pr'oflle (point- ' 
. ;in-t1me) basts,. The ,/ol lowing types of counts are used: 

1. Headcount : The undupli edited number of persons attending the academic 
institutior^as students. Usually used ir. recordinq and reporting 
by student characteristic such as full-time/part-time status, le^el, 
or discipline. 

2. Full-time 'equivalent (PTE) counU - An PTE stu<;lent position is the 
^ equivalent of one stuaent carrying a full load of courses. Insti- ^ 

tutlonally agreed-upon conventions convert headcounts into full-time 
equivalent counts./ Usually used in recording an^l report^ b|limH'/ 
department of instruction Or by student major program. - 

ACADEMIC STUDENT CREDIT HOURS: A unit of measure that represents one sty- 
.(lent engaged in an acTtivity for which one hour of credit toward a de^y-fee 
or other certificate is granted upon successful completion. Total stu^ 
U' dent credit hours for a course are calculated by multiplying the ^course 
credit-hour* value by the number of students enrolled in the course. 
Academic student credit hours should be categori?ed by discipline/subject 
matter and by course level (e.g., lower division). 

ACADEMIC STUDENT l.EV^L: The proportion of total requirements t^ studlent 
has obtained tdwa>d the completion of the degree/diploma/certificate 
program in which he or she is enrolled, according to the* number of years 
normally required tO obtaio them. This includes: 

■ k 

1. Under graduat e students: This category includes all students who are - 
ejirolled in programs leiiding to an associate degree or. fcrachel or' s 
degree or in an equivalent occupational or vocational program. 

• 2. Graduate students : This, category includes all students who„hold a 
bachelor's degree or the equivalent and (a) are pursuing a master's 
or doctoral degree, or (b) first professional degree, or (c) are in 
a special, unclassified visitor, or other status, or (d) are pursuing 
an Educatiohal Specialist Certificate, degree, or coordinate inter- 
mediate-level degree program, or (e) «re enrolled for additional 
course work for research as part of an institutionally defined post- 
dQctoral program, or (f) are medical interns and residents. 

3. Nondegree/ nondipl 6tn a/noncert1 f i catQ, students : This category includes 
all students who have not been admitted to a general -or specific 
course .of study or a program in the institution at the completion^ 
of which ^' degree/diploma/pertificate is awarded by the institution. 

♦Such students may be enrolled in credit and/or noncredit courses. 
These students should not be confused with "undeclared majors" 
admitted to degree/drpLpma/certi ficate programs or students in 
other similar "holding^ categories. 

' ACADEMIC STUDENT MAJOR PROGRAM: The student's primary field of emphasis 
■ as offered by the institution. Note that the'field of study may fall 
within a single department of the institution or may overlap several 
i departments. A student's major program may also be listed as undeclared 

if the student has not yet determined. or $ipecified his or her major 
pV'ogram. 

erJc a 
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ACADEMIC YEAR: The period of the regular session, generally extending from 
September to June; usually equated to two semesters or trimesters, three 
quarters, or the period covered by the 4-1-4 plan. See also PREDOMINANT 
CALENDAR SYSTEM. 

^ ! 

ACCESS: See Handicap access under BUILDING IDENTIFIERS/CHARACTERISTICS, 
COLLECTION 1RES(5URCES; FACILITIES AVAILABILITY, and/or SERVICE AVAIL- 
ABILITY. 

ACCOUNTS PAYABLE: See UabjJltjes. under FINANCIAL RFSOURCES. 

ACCOUNTS RECEIVABLE: See Assets under FINANCIAL RFSOURCES. 

ACQuisiTION COUNTS: See MATERIALS ACQUISITION COUNTS. 

ACQUISITION SERVICES: See Materials acquisition services under PROGRAM- 
MATIC ACTIVITIES. " ' ~ : 

ACTIVITY MEASURES: See PROGRAM MEASURES. 

ACTIVITY RATE: See Activity measures under PROGRAM MEASURES. 

ADDED COPY: An added copy is a duplicate of material already in the library 
If it is added, or to be added, to the library. Sometimes called dup- 
licate, and several added copies may be known as multiple copies. (1) 

ADDED VOLUME: An added volume is a new volume in a numbered series or 
title already in a library, and which volume is <idded, or to be added, 
to the library. 

ADMINISTRATIVE SERVICES: See PROGRAMMATIC ACTIVJTIES. 

ADMISSIONS RtQUIREMENTS: See Mlj^lMUM ADMISSIONS F^EQUIREMRNT . ' 

ADULT^ERVICES: See PUBLIC LIBRARY USER DIVISIONS. 

AFFILIATED LIBRARY.' See SERVICE OUTLET. ; 

AGE RANGES: Based on the chronological, age of each individual as^'irf some 
specified date. The following age ranges an? suggested for grouping 
various types of ^individuals : 

For elementary & secondary studen ts Fo r postsecondary students 



Under 5 years 12 years old 

5 years old 13 years' old 

6 years old 14 years old 

7 years old 15 years old 

8 years old 16 years old 

9 years 61d 17 years old 

10 years, old. 18 years old 

11 years ojd - Oven 18 years old 



16-17 years 
18-20 yeairs 
21-24 years 
25-34 years 
35-44 years 
45-54 years 
55-64 years 



Under 16 years 




65 years and over 



/ 

AGE RANGES (Continued) 

For employees . For gente ral population 

Under 25 years*. Under 5 year5 

25-34 years 5-9 years ^. 

35-44- years 10-14 years 

^ 45-54 year* 15-19 years 

55-59 years ' . 20-24 y.ears 

60-64 years ' » ?5'-34 y^ars • . 

65-69 years « 35-44 years . 

70 and over 45-54 years 

55-64 years " , 
65 years and over v 

AIDES: See Office /clerical .employee under- PERSONNEL RESOURCE CATEGORIES. 

ALLOTMENTS: See CURRENT-FUND REVENUE CATEGORIES. 

AMERICAN NATIONAL STANDARD^ INSTITUTE (ANSI) STANDARD LIBRARY IDENTIFICATION 
NUMBER (SLIN): See LIBRARY IDENTIFIERS. ' . - 

AMORTIZATION: See DEPRECIATION/AMORTIZATION^ . • . ^ 

APPROPRIATIONS: See Govemm^tal appropriations under CURRENT-FUND REVENUE • 
CATEGORIES,- 

APPROVAL PLAN: An order with a vendor for all titles on a certain subject-, 
or by a certain author. The library has the right to return the materials 
ordered on approval within given time limits. (14)* See also BLANKET 
PURCHASE ORDER. 

AREA: See ASSIGNABLE SQUARE FEET (ASF) and/or GROSS SQUARE FEET (GSF). 

''area of SERVICE: See PUBLIC ilftRARY PRIMARY SERVICE AREA. 

ASSETS: See FINANCIAL RESOURCES. , • 

ASSIGNABLE SQUARE FEET (ASF): The sum gf square'feet of all assignable 
area. For a single room' this involves the sum. of all areas located 
between the principal surface of the walls and partitions at or near 
floor level.- Space occupie4 by alcoves, closets, and built-in shelves 
opening into and serving the room ordinarily should be included. Areas 
of columns, doorswings, and impaired headroom and space occupied by 
heating devices may be ignored.. If, however, any of these structural 
feature^s^ tonsti tutes a large loss of usable space, the area should be 
deducte'd, from the square feet measurement of the room. See also GROSS 
SQUARE FE£T (GSF). ^ • ^ 

ASSOCf^TE DEGREE::'^3ee HIGHEST DEGREE OFFtRED/OBTAINED, 

/)•/'■■ • r ■ ■ ^" . • •, V.- 

ATLAS: See JTie^toriaT representation under, MATERI^S FORMiJ^T. 

AUDIOC)iRD: $e0 AudK)record1nj^ under MATERIALS FORMAT • ' 
iff- • , ' ' ' * ^ . ") 

... ■ ■ ^ ' * ■ . ? 
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AUDIO DEVICE: Se*^' EQUIPMENT TYPES. 

* 

AUDIODISC: See Audiorecordlng under MATERIALS FORMAT. 

t~ . • 

AUOIOPAGE: See Audio recprdinq under MATERIALS FORMAT.- 

AUDIOPLAYER: See Audio devices under EQUIPMENT TYPE$.' 

AUDIORECORDER: See Audio device under EpUIPMENT TYP^S. 

AUDIORECORDING: See MATERIALS FORMAT. • • • 

AUDIOTAPE: See Audi orecor dinq under MATERIALS FORMAT. 

AUDIOTAPE DUPLICATOR: See Audio dcvi^^s ufilier EQUIPMENT tYPES. 

AUDIOVISUAL EQUIPMENT: See EQUIPMENT ^.PYPE^ . 

AUDIOVISUAL MATERIAL: See MATERIALS FORMAT. 

V • • ^ 

AUDIOVISUAL, RADIO, TV FACILITY: See Special use facility under ROOM USE 
CATEGORIES. ■ ' "'"^ 

AUTHORITY FIL^!: A set of records that ideqtifies forms for headings or 

access points preferred and actually used in a set of bibliographic 
^ records. Authority files include cross references from variants to the 
preferred forms of headings, and links from earlier to later forms and 
between broader and narrower terms and related terms. An authority file 
may rtpreseat the preferred forms of headings for an individual institu- 
tion, a ^oup of related institutions , or a netwbrk of related and/or 

, unrelated institutions. (11) An authority file may be ma'inta-ined as 
part of the public catalog or separately incorporaten for the primary 
use of the personnel of the library. Categories tJf /authority files 
include: 

1 . Name a ut hority list or file i 
2- Subje ct authority list or file 

3 . ' Serials a uthorit y list or file 

4. Combined authority list o r file *• . \ ' - 
Other authority list or file ^ 

AUJOHATED CATALOG: See' Online, computer catalog under CATALOG. 

AUTcImATED NETWORK CATALOG RECORD: See Derived cataloging, under CATALOGING 
ACTIVITY.- : ... ^ . '^^'^ 



AVAlLABJ^UIl.^ Availability ilder COLLECTION RESOURCES, Equipnient avail 
^ abiliOK ^er EQUIPMENT TYPES', FACILHY AVAILABILITY, an(^or SERVICE 




AVAILABilTt 
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i/;^ERA6E DAILY ATTENDANCE: See SCHOOL STUDENT COUNTS. 
AVERA6B DAILY MEMBERSHIP: See SCHOOL STUDENT COUNTS. 



\ 
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B 

BACHELOR'S DEGREE; See HIGHEST DEGREE OFFERED/OBTAINED. 
BALANCE: See Fund balances under FINANCIAL RESOURCES. 
BIBLIOGRAPHIC DATA BASE: See DATA BASE. 
BIBLIOGRAPHY: See REFERENCE COLLECTION. 

BINDING: See Binding a nd reblnding under COLLECTION RESOURCES MAINTENANCE 
ACTIVITY. 

BLANKET PURCHASE ORDER: An order with a vendor for all titles on a certain 
Ifeubject or by a certain author. Under the blanket order , the ordering 
library provides guidelines for the selection of library materials to 
the supplier. The supplier selects all currently published materials 
falling within the guidelines, for the libraries who automatically 
purchase, within certain limitations, all books so selected. (14)* 
See also APPROVAL PLAN. 

BOOK: See Print ( or pri nted) material under MATERIALS FORMAT. 
BOOK CATALOG: See CATALOG. ' 

BOOK TRADE CATALOG: See Publisher's and book trade lis t under REFERENCE 
COLLECTION. """" " 

BOOKMOBILE: See SERVICE OUTLET. 

BOOKMOBILE STOP: See Bookmobile under SERVICE OUTLET. 

BOOKSTOCK: A libri^ry's collection of books, or other materials which are 
prepared and recorded in the same manner as books. (5) 

BORROWNG REQUEST: See INTERLIBRARY LOAN BORROWING ACTIVITY. 

BOUND PERIODICAL: See Periodical under MATERIALS FORMAT. 

♦ 

BRAILLE MATERIAL: See MATERIALS FORMAT. 

BRANCH CAMPUS: See ACADEMIC REPORTING-UNIT STRUCTURE. 

BRANCH LIBRARY: See SERVICE OUTLET. 

BRANCH OFFICE: See SPECIAL LIBRARY REPORTING-UNIT STRUCTURE. 
BRIEF CATALOGING: See CATALOGING ACTIVITY. 

BUILDING IDENTIFIERS/CHARACTERISTICS: Descriptors of the bufldings and 
plant facilities, available to the library. Such descriptors inclqde: 

1. Building identification : The name, location, and other identifiers 
of each ibuil ding and facility available to the library. 
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BUILDIN6 IDENTIFIERS/CHARACTERISYlCS (continued) 

2. Year of construction ; The calendar year in which the original 
facility was completed regardless of any l>ater date of occupancy, 
as in the case of leased and rented facilities. 

3. Estimated building/facility replaceip^t cost : The estimated cost, 
to replace the building at the time of the Inventory. This should 
also include the replacement cost of fixed equipment within the • 
building. 

4. Condition code: The physical status and quality of the building or 
library facility at the time of the inventory, based on the best 
judgment of those responsible (e.g., library manager, building 
planner, architect). The building condition code has the following 
categories: 

• Satisfactory: Suitable for continued use with normal maintenance. 

t R emodel ing-A : Requires restoration to present acceptable standards 
Without major room use changes, alterations, or modernization. 
The approximate cost of "Remodel ing-A" is not greater than 25 
percent of the estimated replacement cost of the building or 
facility. 

• Remodel ing-B : Requires major updating and/or modernization of the 
Building or facility. The approximate cost of "Remodel ing-B" is 
greater than 25 percent, but not greater than 50 percent of the 
estimated replacement cost of the building. or facility. 

• Remodel ing-C: Requires major remodeling of the building or facility 
The approximate cost of "Remodel ing-C" ,1s greater than 50 percent 
of the estimated replacement cost of the building or facility. 

• Demolition or abandonment: Should be demolished or abandoned 
Because the building or facility is unsafe or structually unsound. 
Irrespective of the need for the space or the availability of ^ 
funds for a replacemenij This category takes precedence over 

the above four categories. If the building or facility is sched- 
uled for demolition or abandonment, its condition is recorded 
as category (5) regardless of its condition. 

• Terminatipn : Planned termination or relinquishment of occupancy 
of the building for reasons other than unsafeness or structural 
Unsoundness, such as abandonment of temporary units or vacation 
of leased space. This category takes precedence over the first 
four categories. If a building is scheduled for termination, its 
condition is recorded as "termination" regardless of its condition. 

5. Handicap access : An indication of the number and types of provisions 
made in the facility to accommodate or facilitate access to the 
libra»*y building fpr the handicapped. This includes ramps provided 

« for peV'son^in wheelchairs, braille or other guides on elevators 
for the blind, and so forth. / • * 

172 • 
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BULK BORROWING: The use of a collection of library materials belonging 
to another library or agency. The collection remains under the admin- 
istrative control of the lending library or agenpy, although housed 
in the reporting library. The loan period extended to the rep5>rting 
library is . generally longer than typical interlibrary loan or other 
circulation. Bulk borrowing may be measured by the number of items on 
loan to the reporting library at the time of the report,. the number of 
items received in such a manner throughout the reporting period, or the 
average number of items on bulk circulation at any point in time during 
the reporting period. 

BULK LENDING: The activity associated with lending collections or materials 
from the reporting library's collection to other libraries or jigencies, 
usually for an extended period of time. These collections remain under 
the administration of the reporting library and should be reported with 
other collection resources of the reporting library. The number of 
items circulated through bulk loans during the reporting period, the 
number of items on bulk loan at the time of the report, and the average 
number of items on bulk loan at any point in time during the reporting 
period may be counted. 



17. 
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C 

CALENDAR SYSTEM: See PREDOMINANT CALENDAR SYSTEM. 

CAMPUS IN A MULTI-CAMPUS SYSTEM: See ACADEMIC REPORTING-UNIT STRUCTURE. 

♦ 

CAPITAL EQUIPMENT: Any equipment Items purchased for more than $500 (or 
similar lower limit established by the Institution) and having an esti- 
mated service life of more than two years. See also EQUIPMENT TYPES. 

CAPITAL EXPENDITURES: See Expenditures for capital assets under EXPENDI- 
TURES CATEGORIES AND TRANSFERS, 

CARD CATALOG: See CATALOG. 

CARREL: See SEATING CAPACITY. 

CASH: See Assets under FINANCIAL RESOURCES. 

, — 

CATALOG: A set of bibliographic records generally under control of an 
authority file, which describes the resources of a collection, library, 
or network. It is the Instrument by which bibliographic control Is 
maintained for a collection, library, or network, and by which the 
relationship' between Individual bibliographic records can be indicated. 
(11)* It Is a list In any format, arranged In an established order. 
(5)* See also CATALOG RECORD, PUBLIC CATALOG, REFERENCE COLLECTION, 
and/or SPECIAL CATALOG. Formats of catalogs Include: 

^' Card catalog : Unit entries on separate cards of the library's 
holdings which are arranged In an established order, normally 
housed In drawers. (5)* 

2- Book catalog : A printed list of the library's holdings arranged 
in an established order designed to supplement or to replace a card 
catalog. This category does not Include special catalogs of art 
exhibits, new acquisitions lists, or special bibliographies. 

3. Fiche catalog : A printed list on microfiche of the library's hold- 
ings arranged in an ^established order. These lists must be read 
with the assistance of microfiche readers. 

* 

4. Microf 1 Im catalog: A printed list on microfilm of the llbVary's 
holdings arranged In an established order. These lists must be 
read with the assistance of micr;0f11m readi^rs. This category . 
Includes comp^jter output microfilm (COM) catcilogs. 

5. Online qomputer catalog: A list of the library's holdings which Is 
stored on computer, or magnetic storage, and accessed In a pre- 
determined procedure. These records must be accessed through a 
termlns^l connection to the computer. 

^* Serials llst^ A list of periodicals or serials arranged In an estab* 
11 shed order, which documents the hpldlngs of the library. Tl^^sev 
lists are usually (though not always) In book form or in a vlslblef 
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CATALOG (continued) 

7- Other catalogs of the library collection which are not 

included in the above. This should not ificlude special catalogs 
of art exhibits, new acquisitions lists, or special bibliographies. 

CATALOG INFORMATION TRANSACTION: See Reference transaction under INFOR- 
MATION CONTACT. 

CATALOG MAINTENANCE AND PRODUCTION SERVICES: See Materi als organization 
and control services under PROGRAMMATIC ACTIVITl^^T" 

CATALOG RECORD: A bibliographic record that describes a specific item and 
relates it to other items in a file. (11) The medium upon which the 
record is produced is dependent upon the format of the catalog or file. 
For example,^ a , catalog card is a catalog record In a card catalog. See 
also CATALOG. Counts which may be maintained for internal management 
purposes include: 

^- ' Catalog records produced in-libraryr Catalog records are typed, 
reproduced, or electronically compiled in the library by library 
staff. ■» 

=•^'2. Catalog records produ ced via external agents : Records are produced 
by a vendor , networF, or processing agent. 

3. C atalog records a dd ed to catalog : Records new to the catalog which 
are Interfiled in, or added eTectrbnical ly to, the catalog. 

4. Catalog records deleted from the catalog :, Records relating to a 
holding withdrawn from the collection wnich are removed from the 
catalog, manually or electronically. 

5. Catalog records re placed with new records : Catalog records which 
are faulty, or disintegrating, which are removed or deleted from 
the file,. and replaced with corrected or new records. 

CATALOGING ACTIVITY: Activities related to the identification and biblio- 
graphic description of library materials. See also Materials organiza- 

, tion and c ontro'l services under PROGRAMMATIC ACTIVITIES. Types of 
cataloging are: ^ 

1; -Original cataloging: Determination derived from examination of the 
physical item and limited information from sources ,b6yond the 
^ physical iteni for the descriptive material to be<:ontained in the 
bibliographic record. (25)* 

2. Derived cataloging : The classification and description of an item 

using a source other than, or in addition to, the physical item 
^ ior bibliographic, information (e.g.. Library of Congress cards, 

commer»4al clirds, automated sysTtem, etc.). This bibliographic 
■- information may be altered to fit the needs and uses of the library. 

Also called copy cataloging. Types of derived cataloging may be 

dtstinguished (If desired) to: 
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CATAL06ING ACTIVITY (continued) 
2. Derived cataloging (continued) 

• Type I derived cataloging ; Derived cataloging requiring minimal 
revision or adaptation from the bibliographic source in order 
to conform to the local cataloging standards of the individual 
library. 

• Type II derived cat aloging: Derived cataloging requiring more • 
tnan minimal revision or adaptation from the bibliographic source 
In order to conform to the local cataloging standards of the in- 
dividual library. > . 

Sources of derived cataloging Include: 

• Automated network catalog record: A record held by a network 
system containing bibliographic description for library materials 
usually, accessed through a computer terminal. (25)* This cate- 

' is ^ory may be additionally refined to indicate the source of the 
■ catalog record: contributed from other members of the network; 
MARC tapes or Library of CoTrgress (LC) copy; and other. 



t CataloQing- ln-publl cation "(CIP): Bibliographic record (often 
, incomplete) of a titje found on the title page verso of the pub- 
\ lication, and prepare^l by the Library of Congress. 

• Library of Congress (LC) card or card copy : Catalog cards, proof 
slips, or register of cataloging records, provided through the 
Library of Congress.. This does not Include LC cataloging pro- 
vided t*hrQugh commercial card services' who may employ LC catalog 
records along with other cataloging sources. 

• National ynion Catalog (NUC) : A register of locations for materials 
owned by libraries throughout the country. Included in NUC are 
copies of complete catalog records. 

t Precataloged material: An item which is accompanied by catalog 
card/ obtaTned through purchase, contract, or agreement from a 
commercial concern, library, or central agency. (5)* 

• Other source : Card services which provide both LC and catalog 
records other than the above listed, or other sources not defined 
or described above. 

3. Brief cataloging : The classification and description of an item in 
an abbreviated form so that the item can be used or circulated 
immediately. Also called temporary cataloging, or abbreviated 
cataloging. 

4. Recataloging : The altering of the description of a segment of the 
catalog and a portion of the library's collection in order to better, 
meet the needs of the library. 




17o 
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CATALOGING ACTIVITY (continued) 

5. RecUssI flcdtlon : The process of selectively altering a defined 
, classification scheme to better meet the needs of the library. 

CATALOGING-IN-PUBLICATION: See Derived cataloging under CATALOGING 
ACTIVITY. 

CATALOGING SERVICES: See Materials organization and control services 
under PROGRAMMATIC ACTIVITIES. 

CENSUS DATE: The appropriate date (year, montl>, and day as applicable) 
fof which reported population or population estimates are gijjen. 

CENTRAL LIBRARY: See SERVICE OUTLET. 

CENTRAL OFFICE: See ACADEMIC REPORTING-UNIT STRUCTURE. 

CENTRALIZED PROCESSING CENTER: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE 
ENDEAVOR. 

CERTIFICATE OR DIPLOMA: See HIGHEST DEGREE OFFERED/OBTAINED.. 

CHARGE: See CIRCULATION TRANSACTION and/or Generated income under CURRENT- 
FUND REVENUE CATEGORIES. 

CHART: See Pictorial representation under MATERIALS FORMAT. 

CHILDREN'S SERVICE: See PUBLIC LIBRARY USER DIVISIONS.- 

CIRCULATION: The activity of a library in lending its resources to its 
clientele. This does not include interlibrary lending. See also 
Resource distribution services under PROGRAMMATIC ACTIVITIES. 



CIRCULATION SERVICES: See Resource distribution services under PROGRAM- 
MATIC ACTIVITIES. » " 

CIRCULATION TRANSACTION: The act of lending an item from the library's 
collection to a member of the library's user group for use generally 
(although not always) outside the library. This activity typically 
includes charging (i.e., creating a record of the circulation trans- 
action an4 Ineleasing an item for use outside of the library, either 
manually or electronically). Do not count renewal transactions (see 
RENEWAL^TRANSACTION) or discharging the item (i.e., clearing records 
to reflect the return 'of thesitem to the collection). This category 
includes both general circulation and reserve circulation. Excluded 
from this category are equipment circulation transactions (see EQUIP- 
MENT CIRCULATION TRANSACTION), interlibrary circulation transactions 
see .INTERLIBRARY LOAN LENDING TRANSACTION), intralibrary circulation 
see INTRALIBRARY CIRCULATION), in-house use, dial access transactions 
(see DIAL ACCESS), and i)ulk loans (see BULK LENDING). Categories of 
circulation transaction are: 
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CIRCULATION TRANSACTION (continued) / \ 

\ 

1. General circulation transaction: the act of lending an item from \ 
Ihe library's general collection to. a member of the library's 
clientele, for 'use generally (although not always) outside the 
library building. This category excludes limited circulations 
such as. reserve circulation transjtQtions, circulation to indirect 
borrowers (such as through inter! ibrary loan), and circulation of 
equipment. This category does not include renewal transacxians. 

2V Reserve circulation transaction: The act of lending an item from 
^the library's reserve collection to a mernber of the library's • 
clientele for use outside the library building. TyjjJically, the 
reserve loan period is less than that for the general collection. 

3. ' Other ci rculation tra nsaction : The act of lending an item from a 
collection other than the library's general or reserVe collections 
to a fbfember of the library's clientele for use outside the library 
facility. This category may include circulation of material from 
the reference collection, special collection, or other areas of 
collection unavailable through general circulation. 

CLAIM: An inquiry placed by the library with a vendor or publisher con- 
cerning items ordered but not received by the library within a reason- 
able length of -time. Typically, this activity Involves contacting the 
vendor or publisher, and maintaining- records regarding the claim. Also 
called "orders traced." - 

CLASSIFICATION REVISION: See Reclassification under CATALOGING ACTIVITY. 

CLASSIFICATION SYSTEM: A systematic scheme for the arrangement of books 
and other materials according to sutvi&ct, form, or other characteristic 
(e.g. , location). (1 )* 

1. Ubrary o f Congre ss (LC) cla ssification: An enumerative system of 
CTassification for books and periodicals developed the Library 
of Congress for its collections. It has a notation of two letters 
and four figures that allows for revision by expansion. There is 
no subdivision by form or place. (1, 12)* 

2. Dewey Decimal Class ification (DDC)': The classification scheme for • 
books and periodicals devised by Mel vil Dewey, which divides human 
knowledge into ten main classes, with farther division, using a 
decximal notation. The Dewey System is revised within divisions 
and subdivisions. (1, 12)* 

3. Superintendent of Do cuments (SuDoc) classification: The scheme. of 
classification fjsed by the ILS. Superintendent 9f Documents, who 

is responsible for the centralized control and clistributidn of U.S. 
government documents.. It is arranged basically by issuing agency. 
The notation consists of a combination of letters and numbers. (>?)' 

■ ' . ^ 

4. Other class1f,icat1on : Any classification scheme not identified or 
defined above. 
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CLASSIFIED COLLECTION: Sjt^ COLLECTION CATEGORIES. - ^ 

CLASSROOM FACILITY: See ROOM USE CATEGORIES. 

CLASSROOM TEACHER: See SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP. 

) 

CLERICAL EMPLOYEE: See Office/cler ical employee under PERSONNEL RESOURCE • 
CATEGORIES. 

CLIENTELE: See USER GROUP. 

COLLECTION BOOK VALUE: The actual dollar amount carried on the library's 
records of the book value of the collection resources (if available). 

COLLECTION CATEQORIES: Those groupings of collection resources In which 
the library consolidates the collection. Typically, such collection 
groupings are based upoi> access needs , storage requirements, or special 
handling appropriate to types Qf materials. Exclude professional' col- 
lections intended for use by l-lbrary employees only . Collection cate- 
gories include: 

1. General , library collection : That portion of "the library's material 
resources whicn is available to the library's user group through 

, general ?rfrtiilation and which ^is not held in a separate collection. 

2. Ref ero/ice col 1 ecti on : A collection of books and other materials in 
a library useful for supplying i nf o?mati on , kept together for 
convenience, and generally not allowed to circulate outside the 
library. See also REFERENCE COLLECTION. Subgroups are: 

* . * 

0 Ready reference collection : A specific collection of reference 
materials, typically of standard reference tools, set aside from 
the general reference collection, providing information of a 
factual nature. Examples of rmaterials typically locateti.in. 
ready reference include almanacs, dictionaries; and directories'. , 

• Reference files : A list or group of records created IJy the" library 
staff which contains pieces of, information useful to ari^werlng 
the most frecjuent reference questions. Exc^lucje the piibTic cata- 
log, serial lists, or other catalogs of the 1 tbrar*y's. holdings. 

• Vertical files : i^t cpllection of ite^s such as pamphlets and 
clippings which, because of their shape and often ephemeral 

* , nature, are filed vertically in drawers for ready reference. 

.. . - , ^, ,A .. . 

t General.- refeirence collection :. All those material infomjation 
soufces held in re/er^nce t61 lections other than those listed 
«bove^' ' - 

3. '» CI assi f 1 ed col 1 ecti on : 'Thai portipn of the library's materials re- 

' sources which has limited di stribution restricted by security 
. clalsiflcationL're^ulatlons'of the U:S. Department of Defense or 
other Issuing agency. ^ ^l7j • 
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COLLECTION CATEGORIES (continued) 

4. Reserve collection : Materials which have been removed from the ' 
general library collection and set aside in a library or media 
center so that they will be on hand for a certain cour>e of study 
or activity in progress. Usually the circulation and length of 
loan of items in a reserve collection are restricted so that these 
items will be available to those users who have need of them withih 
a limited time period. (5)* 

5. Nonprint collection : A collection of nonprint materials which have 
been removed from, the general library collection.^ Typically, 
such* collections are placed in a special envHronment for the 
safekeeping and upkeep of the nonprint material, or to provide 

7^46' ^^^y access to necessary equipment for use of the collection, 
rj^o Also included are rotating or rental tape and film libraries 
ysft?' maintained and controlled by the library. 

6. Special collection : A collection of material (s) of a certain form, 
on a certain subject, of a certain period or geographical area, 
which is more or less general in character. Examples of such 
collections are government documents sections, rare books collec- 
tions, Charlie Chaplin Film Library. (5)* 

7. 0/f-site s torage collection: A collection of material which is 

^ generally infrequently useS by the library's user group and i^s, 
thus, housed separately from the remainder of the collection. Such 
off-site storage is typically in a building away from the library's 
main facilities', and allows for more shelving capacity within the 
library's main facilities. 

-5. OthgT^l lection: Materials housed in other than the above collec- 
tions. 

COLLECTION COUNTS: The reporting and recording of data about the materials 
held in the library collection 'for internal an4 exchange purposes. See 
also MATERIALS ACQUISITION COUNTS^and/or MATERIALS FORMAT. For purposes 
of counting the collection held tJy the library, it is useful to examine 
the collection in at least the following categories of materi»als format: 

1 . Print (or printed) materials V 

-'Books and bookstock 

- Periodicals 

- Other print materfals ' , 

2. Microfonrif* . . , ' - ^ 

3. Othe^, nonprint materials 

Depending upon the lev^l of detail necessary at the local level, it 
^ may/ be O^efuT to further r*efine' these categories according to the sub- 
categories listed, under MATERIALS FORMAT. For example, among school 
TibrarleSi' 1t"1s fraportant to examine more clgisely^the holdings of 
. nonprint materials. ♦ ; 'XSO 
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COLLECTION COUNTS (continued) / " . ' 

Distinction should be made between the following types of collections 
held by the library: • 

1. Materials which are solely owned by the reporting library 

2. Materials which are jointly owned : • tho^e materials" htold by the library 
which are not solely the property of the library, or the par*fent 
organization. These material^ inglude rotating collections owned 

by a system of libraries, ^materials acquired in conjunction with 
another library o^ other libraries, or materials otherwise partially 
owned by the reporting library. • 

3- Rental collections or materials oft loan to tl>e reportincj librar^: . 
Materials "wFTTch", although^ housed by the reporting TibYary, are not 
owned by the reporting library. These include materials received 
as part of rental collections, on extended loan to the library from 
another library or agency, or on loan from an individual. 

Counts s4iould include: • * , . 

1. Title: *A title is a publication'which forms a septfrat^ bibl iographic 
whole, whether issued in one pr several volumes, Ve^ls^ discs ,* slides , 
or parts. It applies equally to printed as well ^is nonprint mate- 
rials. (19) A title may be distinguished from ^her. titles. by its 
unique International Standard Book Number or Serial Number. Esti^ " 
mation procedures ar^ specified in the U.S. Natw<rial .Cefhter for 
Education Statistics Library General Information SurVey a(LlBGIS) . 



Physical unit : A single unit holding of .the library distinguished, 
from other single uniti by a separata binding, encasement, or, ot^her^ 
clear distinction. It^s boxed together (e.g., book b^ags,, k-Us) . 
should be counted as "one." Otherwise, each individual |ynj (e.^, 
a ^lide, an overhead transparency, a microf-^che cardl'^houW-be 
counted as "one.". Similarly, a physics^! volume should^ be Counted 



as "one." 



In Order to assess the contents of the hiicroform collection, it .i^ 
advisable to include cdunts of books^; periodjkfjs. «wTd other materials 
held on microform, as well as the* physical' dimensions, of the collection 
Both title, and volume equivalency counts of materials orvmtoofbrm -are, 
considered appropriate. Finally, for some purpos^ps^ It is*-^dv^ntageaus 
for the library manager to knowi the b(^k value oT'^e collection, and , 
of- course, some assessment of th6 effectiveness of the collection in 
meeting the needs of the target p\)pulati9n. ' " ' 

„ " . .\ ' 

COLLECTION DEVELOPMENT SERVICES: See PR0(^MMAT1c ACTIVITIES. 

:■ ' * ' \ ■ 

COLLECTION EXPENDITURES: See Collectji^^ resources expencjiturig Si under 
EXPENDITURE CATEGORIES AND TRANSFERS.. \ ' ' • 
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■176- 



W' . ^ ■ " • ■■'* 

GOUEtTIpN RESOUf^CES: The total accumulation of libMry materlaU pro- 
yidl^fiyy a library for its clientele. Also ca Vied library (collection) 
nuterWls, library resources »" or library hpldings. (5)* Collettion 
resdurces are,measured \n th6 following tjypes of terms; 

1. Physical dimensions : The numbers, formats and Seizes of materials 
held :in the collection. P^rys+cal dimension is most apjjropiciate 
to <leterfl!iining facility need,s, equipment needs, and associated 
planning. Measures used for physical, dimensiofis include: ^ 

? . t Materials forma-t . 
• Physica-1 ,unit i 

• ^ • Sh^ Space'utili^ed . • . • , . ' 

^' ■. - ^ - ., . 

2. V I n te 1 1 eC tua 1 ;di mens i of>s : The scope and depth of the collection ^- 

resources Measiires of^ intellectual, dimensions include: ' ^ 

\ Col.lection. breadth : The coverage, regardless, of depth, of sQbject 

\ " matter; the iscdpe (either in subject interest ,'' age; <or other) 
' of the /audience Mntenfdedjrby the rndtefials of the collection (thfs 
^ should not be confjised with the intended audience or, target group 
' ^af the library); and the overall capeibility of t+ie col lection 
^ to provide information for a variety of purposes ^nd at a .variety 
/-of levels. . ^ ^ 



. ; • Collection depth: THe degree to which subject matter contained 
in th# collection (And as identified by colje'ction br-eadth) is 
• represented and the level of the intended audjence of the riaterial 
^ Collection depth closely relates to the capability o.f the cqliecK 
tion to jiept highly spi?cialized, and often sophisticated, tleiitend 
for information. Beyotid the density' of ^coverage (i.e., the number 
af titles Jn^each sirbject covered), special collections, t^echnlcal 

• repoi^/ts, and similar indicators pf the intended audience of the 
f materjal need to be considered. ' ' * 

3. Relevancy :' Relevancy of the collection relates ifie Intejlectual ;^ 
^iraenslpns of the collection resources with the characteristics 
of the library's tar^t grerup. In addition, currency^pf the col- 
lection resources, either in interest or in recencyof publication » 
is considered. , - 

' ' I' •■ ■ ' ' ■ ' 

• Appropriate'collectifln breadth : The ^degree to which th^ subject - 

matter covered and the intende^d^age ranges (or, alternatively, 
the degree of acquired knowledge assumed by the materials in the 
collection) corres|jond to the characteristics of tt?e target group. 

« Appropriate collection depth ; The degree to.which-the depth of 
collection— either in Teyel of subject sophXstication or in title 
density— correspond to the characteristics of %}ne target group. 

. . • ■ > ■ /' _ . , _ • • - ■ 
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t Currency of collectton ; CoUtfctioo currency .1^ a funct^pti of 
interfesV-as weTT as of recency of publication datfes "represented 
in the collectlbn. Beyond age of the collection stM acquisition 
grates, the recency ,of use of the titTe'4)eeds tp be considered. 

. Accessibility ; Accessib-ility refers to the physical positionifig of 
. collection materials and th^ ease with which the user can locate 
desired InfojrTTiat ion within the cqltection. ^^tores of accessibility 
include delivery time of fnaterials to the^ libraj^y iiser from the 
collection, from off-site storage, and through recall of materials 
from circulation; the ease with which a patron can locate desired 
materials on the shelf and through" the public, catalog; and the' 
unsatisfied'*demand for materials which are inaccessible to the 
pstron fb.g.', lost, ^in circulation, in the bindery). Accessibility 
Caji also be applied to ipaterials avail/kble in resource sharing and 
network agreements. ' , ■ ^ " 





Avafl ability ; AVa 11 aWT iyty. i s - an 1 nd j ca tor 
requested jTiat^rial or inu>rmation within the 
measures of^vaWabil 1 ty j^clu'de percent of 
purchased bvt'^trh^-l ibraryf^ percent of neques^s 
'collection,^ number of 

library's user group , 

CollpilsM^n a\i%nabilityi necessarily neeas/to^ we 
«f materials available jn consortidm, networkJ)6r* 
tiye endeavors In which the library paryici pates.. 



or the existence of 
collectloD. Specific 
of 'turnent pubTicat^jons 
fU^<^ by the- library 



F*interlibraryJ^oan' borrowing requests by 
(for mate rithk not (fwri6d by t|w|1il)rary ). 



e^hed 
other 



in light 

coopera- 



yOf t\^e collectii 




6. Utilization: Ufel44i4tion faators are an indicator* of the u^iTit^- 

i»to the user. Specifically., x:ol lection utilization 
is a 'measure j^p^'the relative use of, titles in 'thfe'lcolle'ctidn through 
circulation, interl ibrajry loan, and in-hoiise use.- ' 

COLLECTION RESOURCES EXPENDITURES: See EXPENDITURE. eATEGORIES^'AND TRANSFERS 

COLLECTION RESOURCES MAINTENANCE ^CT IV ITY: ' The activl4;y ^and expenditures 
necessary, to pre^^rve the library's accumulation of materials for the 
^cW lection. Thiiy^ category includes binding, mending, pr^sservation, amcl 
'c?ffiver»<bn of materials in the co(llfectfon in order to ensure i,ts con- . 
tinued usefulness. ^ ^Organizatfonc'and circulation of the collection (i.e^, 
shelving, cat,aToging, and controN are not considered a part of collec-' 
, tion mainter^^ince. Costs associa™ with iri-hoyse maintenance should 
not be reported here, since jthey ar^al ready reported elsewhere, ^.g., 
salaries atid wages. vV = . ; 

Bjndjr(g,»nd rebinding ; The process of prpducipg^'a single yolunie from 
leavds,^ sheets, sigiiatures^,' >or issues, of' p^riQdit:als , or of ^covering 
Such\ voTume, either 'initially, -as. in the case of "b?iriding," or 
of^ a<*thorough restoration of a volume involving resewtng and a new 
coveV^j' ^s in the^ca^e of "rebinding." AlSd; Thcluded are repairing ^ 
ind mending.; (5) For ejjpendi tur^ reporti^'g; purposes, expenditares' 



In 

1. 
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Binding an d reb lncllng (continued) 



COLLECTION RESOURCES MAINTENANCE ACTIVITjT (continued) 

i 

1. 



paid to commercial binders should be Included. In-house costs 
associated with lQ-house binding, Inending. and repair should be 
excluded; these costs are a part of salaries, and wages, supplies, 
and other direct costs repVted elsewhere. 

2. Mater'i al s con vers ion : The process of cdnvertih'g ^rent collection ' 
holdings of the library to. microform or other format for the purposes 
of preser>htion. For expenditure reporting purposes, Include only 
those direct costs associated with conmercial conversion. Exclude 
expenditures for materials purchased in F«r1nt or microform (Included 
u>ider collection ♦'esourees expenditure^ anrf direct c>ists associated 
with 1 n-*11 bra ry conversion costs' (included uhd^ program expenditures) 



3. Preservation- Dead dl¥icat*id)v res te)Vat ion, replacernent , lamination,* 
afid other' special measures employed to preserve materials in the 
collection. For e)^pend1ture reporting purposes, only thos^e costs 
associated with commercial firm preservation services should be 
Included, Direct costs associated with in-library preservation 
activities 'should be excluded from this category and reported under 
program related expenditures/ 

4- Other coll ection mai ntenaJice : Other activities and expenditures made 
to maintain the collect ion bey^^id those specified and defined above- 

COteCTIONitESOURCES^MAINTENANCE SERVICES.: Se^ Technica l services under 
PROGRAMMATIC ACTIVITIES. 

COMMUNITY REFERRAL: See C qmniunity referral transaCtl'on under INFORMATION 
CQNTACT' and/or Communi tylreferral servi ces" under PROGRAMMATIC ACTIVITIES 

COMPENSA^N: See Prw^^i^^ndm^ under EXPENDITURE 

CATEGORmS AND Tl^ANSFERS. ^ . \ _ - \. 

COMPULSORY -AT^NDANCE: See SCHOOL COMPULSORY ATTENDANCE AGE SPAN. 



RTSee'^bfnpi 



COMPUTER CATALOG: S^e Online computer catalog under CATALOG.^ 

COMPUTER INPUT/ OUTPUT. DEVICE: Se6"' Computer device under EQUIPMENT TYPES. 

COMPUTER MATERIAL: See MATERIALS FORMAT. 

COMPUTER PRINTOUT: See Computer material under MATERIALS FORMAT. 
COMPUTER TERMINAL: iee Computer device under EQUIPMENT TYPES. 
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CONSORTIUM. NETWORK, ANO/OR COOJ^RATIVE ENDEAVOR: A group of Independent 
and autonomous libraries banded" together by informal or formal agree-^ 
ments or contracts for sharing of resources, joint activities to improve 
the library service of the participants^ or other common services or 
planning beyond traditional interlibrary loan (as defined in the National 
Interlibrary Loan Code of 1968). These agreements may be temporary or v 
permanent, and may or may not include membership fees and service charges. 
Examples include the OCLC, the Center for Research Libraries, and biblio- 
graphic centers. Activities and expenditures associated with consortia, 
networks, and cooperative endeavors should be recorded separately from 
other activities and expenditures; however, such activities and expendi- 
tures should remain associated with the appropriate progranmatic pate- 
goify. For exaipple, activities fostered in information services by 
participation in a cooperative should be noted separately from activi- 
ties generated by a local demand. Both sets of activities, however, 
should still be associated with information services. See also COOP- 
ERATING LIBRARY. At a minimum, the following types of programinattc 
activities supported by cooperation should be identified.: ^ 

^ • Information serv^ ce^ 

> 

2 • Interlibrary loan services 
• - 3. Collection development ser\^ces 

4- Materials acquis itjojijeryjces ^ 

Various levels of cooperation can be distinguished: 

Participa tion in loca l coopera tive activities : A group of local 
independent and autonomous libraries bandfed> together by formal or ^ ' 

informal agreertents for joint activities, resource sharing, or 
other common services beyond traditional inte*»library loan. 

2. Participation in regional oV intrastate coopeVativ^e activities : 
A regional or state system of Independent. "Hbraries "grouped accord i ng ^ 
to geographical divisions of the &tate'(s)'. In/ormal regional or 
state systems, there may be a designated headquarters of which 
responsibilities may include consul ting, . coordination, reference* 
and deferral back-up, interlibrary loan ^wi/t&hing, «nd so forth. 

Within such systems of public libraries, the state library agency ^ 
* may act as an overall coordirMQr and funding source .c- 

3. Participation in a bibliographic service cente r: 'A bibliographic, 
service center is an organization that Serves as a broker or dis- 
tributor of computer-based bibl iograp|iifc processing services (i.e.. 
activities that assist libraries in estabTishfhg bibliographtc 
control over their material cind in gaining access to mechanisms 

for their identification and retrieval). A bibliographic s|iryice r v 

center may also provide ottier services, such as interlibrary loan*^ 
facilitation and maintenanc^4l£^nion c^italogs. A service center 
" gains access to external n^ource? through the facilities of a 

t "-Q bibliographic utili.ty. ' (11)* 

ERIC , . l8o : 
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CONSORJIUM. NETWORK, AND/OR COOPERATIVE ENDEAVOR (continued) 

4. Direct participation In a bibliographic utility : A bibliographic 
utility is an organization that maintains online bibliographic data 
bases, enablini it xo offer computer-based support to any Interested 
user. A bibliographic utility maintains a network data store and 
pcovides standard interface through which bibliographic service 
centers and individual library participants may gain access to 
network, resources. (11)* Include 'Only direct participation In a 
bibliographic utility; exc'lude access to bibliographic utilities 
provided to the library by bibliographic service centers, above. 

5. Partiqipation in a centralized processi ng center: Centralized pro- 
-^cesslng Is a system for ordering library materials, preparing them 

for use, and preparing cataloging records for them in one library 
or agency for a group of libraries. (11)* 

6. Participation in a union catalog or uni on list c ooperative project 
(other than t hrough the above): Contributions and participation in 
a catalog or list which describes the contents of physically sepa- 
rate library collections, indicating by means of location data the 
libraries in w(|Jch a given item may be found. (11)* 

7. Participation in o ther consortium, n etwork, and/or cooperative 
en deavor : Any cooperative activity conducted by independent and 
autonomous libraries, other than those'cited and defined above. 

CONTINUATION ORDER: See STANDING (CONTINUATION) ORDER. 

CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES. 

CONTRIBUTED MATERIALS: Gifts of library materials to the collection by 
private donors, other libraries, and agencies. The contributed mate- 
rials retained and added to the collection should be considered 
separately under MATERIALS ACQUISITION COUNTS. 

CONTRIBUTED (VOLUNTEER) SERVICES: See Program expenditures (direct costs) 
ujjder EXPENDITURE CATEGORIES AND TRANSFERS.' 

CONTRIBUTIONS: See Private gi fts, grants, and contracts under CURRENT- FUND 
REVENUE CATEGORIES. . * . 

CONVERSION: See Recatal oging or Reclassification under CATALOGING ACTIVITY, 
and/or Materials corwe?s1on unH^er COLLECTION RESOURCE" MAINTENANCE 
ACTIVITY. ' 

1 

COOPE)^TING LIBRARY: A Jibrary *part1cipat1ng with other libraries in 
cooperation endeavors beyond normal interllbrary loan. Both numbers 
and types of cooeprating libraries should be considered. See also 
CONSORTIUM, NETWORK AND/OR COOPERATIVE ENDEAVOR. 

COOPERATION: See CONSORTIUM, NETWORK, AND/OR C00PERATi|e ENDEAVOR Bnd/or 
COOPERATING LIBRARY. 
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COPIER: See Printers/coplers/dupHcators under EQUIPMENT TYPES. 

COPY CATALOGING: See Derived cataloging under CATALOGING ACTIVITY. 

COST: See Program expen ditures (dir ect costs) under EXPENDITURE CATEGORIES 
AND TRANSFERS. ^ 

COURSE LEVEL: See ACADEMIC COURSE LOEL. 

CREDIT HOURS: See ACADEMIC STUDENT qREDIT HOURS. 

CROSS-REFERENCE: A direction from one term to another. Also called 
Reference. (1) 

1. "See" reference: A direction in a catalog from a term under which 
no entries are listed to a term or name under which entries are 
listed. Other terms used are "See" Cross-References, "See" Subject 
References, "See" Cards, and "See" Reference card. (1) 

2. "See also" reference: A direction in a catalog from one term or name 
under which entries are listed to another term or name under which- 
additional or allied information may be found. (1) 

CULTURAL EVENTS PROGRAMS: See Cultural, recreational, and educational' 
services under PROGRAMMATIC ACTIVITIES. 

CULTURAL SERVICES: See Cultural, recreational , aod edjuca^ionaQ services^ 
under PROGRAMMATIC ACTIVITIES. 

CURRENT-FUND BALANCE: See FUND BALANCES. 

CURRENT-FUND REVENUE CATEGORIES: Standard categories that describe all 
unrestricted funds accepted during the reporting period plus those 
restricted funds that were expended for operating purposes during the 
reporting period. The followtng catejgorles are recommended: 

1. Governmen tal appropriations: All unrestricted appropriations (in- 
cluding revenue sharing monies) and restricted appropriations to 
the extent expended for current operations received frpm^ or made 
available to, the institution thr6ugh acts (5f a legislative body, 
exclusive of governmental grants and contracts. Includes monies 
obtained through special direct taxation (e.g., mill levy) for 
libraries. The following funder-level subcategories are recommended 

• Federal 

t State 

% Local 

t Other jurisdiction 
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CURIIENT-FUND REVENUE CATEfe6RIES (continued) 

2. Governmental grants and contracts: Al> revenues from governmental 

* agencies that are received or made available for specific projects 
or programs, including those under the Comprehensive Employment, 
and Training Act (CETA). The following funder-level subcategories 
are recommended: 

• Federal 

• State i:^ 

• Local 

• other jurisdiction 

3. Private gifts, gVants, and contracts: All revenues from nongovern- 
mental organizations or individuals, including monies resulting 
from the purchase of gifts or services by nongovernmental entities 
on a contractual basis. Unrestricted gifts, grants, and bequests, 
as well as restricted gifts and contracts to the extent that they 
are expended for current operations are included in this category. 
Income from funds held in revocable trusts or distributable at the 
discretion of the trustees of such trusts should be included. When 
the performance of contributed services is significant to the 
library, the value of these services should be ir^cluded in this 
category. When materials are donated to the library's collection, 
the dollar equivalency of such materials need not be included in this 
category. See also Program expenditures (direct_c_oslsl under 
EXPENDITURE CATEGORlE?"^AND TRANSFERS. 

4. Endowment income : Al^- unrestricted income of endowment and similar 
funds, restricted income of endowment and similar funds to the 
extent expended for current operating purposes, and income from 
funds held in trust by other irrevocable trusts. 

5. Generated incom e: All revenues generated from the sales and services 
of the library Tncluding user fees, cost-recovery charges for ser- 
vices, and sale off books, equipment, or other library assets. 
Examples of such revenues are film rentals, library registration 
fees, search service fees, interlibrary loan charges, overdue and 
book replacement fines. This income is confined to monies received 
from library clientele, other institutions, and other libraries 

andL should not include transferred funds from other departments 
within the organization for services rendered. 

6. Other current-fund r evenues: This category includes all items' of 
revenue not covered elsewhere. Examples are interest incbme and 
'gains (net ^f losses) from investments of unrestricted funds. 

7. Transferrin : Monies transferred from another department in the 
parervt orgaiilzation or governmental structure of which the library 
is a par^, specifically as payment for services rendered^ should 
be included in this category. Typically, money does not acttially 

, change hands, but Is transferred between accounts on paper. 

, ' 188 ■ • 
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CURRENT-FUND REVENUE CATEGORIES (continued) 

Academic institutions and nonpublic schools should also include the 
following category of income: ^ 

8. Tuition and fees : All tuition and fees assessed (net of refunds) 
against studisnts for current operating expenses. Even if tuition 
and fees are remitted to the state as an offset to the state 
appropriation, these monies should be reported in this category. 

t t 

For special libraries serving private firms, consideration should be 
given t6 the following single category of^income, or to a combination 
of this category and selected others listed above. 

9. Appropriati ons from Parent organization: All restricted and unre- 
stHctecTmonles provided by the parent "organization to Uie library 
for current ^operations. 

CURRENT-FUNO SOURCE/USE FORMAT: A format used to display funds by source 
(where the term use refers to expenditures and mandatory transfers). 
The sources represent the funding sources out of which expenditures or 
transfers are made.. Therefore the Current- Fund Source/Use Format is 
siaggt a matrix display of the uses of the current-fund expenditures. 
WHses of fund? classified by» f,unctions (programmatic activities) of 
tnwlibrary are shown along the vertical dimension of the matrix, while 
the individual sources are shown along the horizontal dimension. The 
unique characteristic of the source/use format is the information pro- 
vided in the cells of the matrix allowing the manjiger to determine not 
only purposes for which current-fund monies were expended but also the 
source of funding u^ed to f jWance that expenditure. 
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D 

DAILY ATTENDANCE: See Average daily attendance under SCHOOL STUDENT COUNTS. 

DAILY MEMBERSHIP: See Average dally membership und^r SCHOOL STUDENT COUNTS. 

DATA BASE: A data base is a structured collection of data developed accord- 
ing to uniform standards. (11) Types of data bases to which the library 
may have access include: 

1. Bibliographic data base: A bibliographic data base is one in which 
tRe data (informationyrepresent individual bibliographic attributes 
of an item or article, typically including descriptive and subject 
cataloging elements, indexing elements, authority elements, and 
abstracts. (11)* Bibliographic data -bases include those subject 
data bases provided to support' reference services and those cata- 
loging and acquisitions data bases provided to support technical 
services. 

2. Numeric data base: A numeric data base is one in which the d^ta 

( i nf ormati onT represent numerical facts, statistical analysis, or 
other numerical information about a subject, geographical area, or 
group of similar entities. Typically, numerical data include census 
data, survey results, and other information which can be categorized 
as "numerical." Do not include" accounting or other data b^ses used 
in the planning and management of the library. ' 

3. Full-text retrieval data base:*A textual data base is one in which 
the data (inforlnatfon) are of a textual nature, including facts, 
texts (of books, speeches, prbceedings, etc.), or similar content. 
A textual data base may be distinguished from a bibliographic data 
base in that the actual text (rather than reference to a textual ^ 
item) 1s stored. An example would be Viewdata. See also FULL-TEXT 
RETRIEVAL TRANSACTION. 

4. Other data base : A data base^other than the above specified types 
of data bases. Include here authority data bases (unless a part 
of a bibliographic data base), identification data bases (e.g., 
address lists, directories), and management information systems. 

DEBT SERVICE: Includes repayment on principal and interest on all short- • 
and long-term debt. - ; 

DEPRECIATIoVaMOR-TIZATION: An accounting process whereby the estime^^ted 
value of equipment or buildirrg assets are lowered accQrding to present 
value or salvage value. For the most part, depreciation is useful in 
costing, capital investment, overtime, or for tax purposes. Under most 
circumstances, this is included as an overhead cost or burden rate since 
such equipment and building benefit more than one cost center. 

DERIVED CATALOGING*: See CATALOGING ACTIVITY. 

DERIVED CATALOGING SOURCE: See Derived cataloging under CATALOGING ACTIVITY. 
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DEVICES: See EQUIPMENT. TYPES. < , 

DEWEY DECIMAL CLASSIFICATION (DDC):-See CLASSIFICATION SYSTEM. 

DIAL ACCESS: pial aqcess Is the distribution of Instruction, educational, 
bibliographic; Or other Information by cable and/or microwave link 
within a library or betwee>i two or more institutions or libraries.. 
Strictly* speaking, the communication link Is made over telephone lines 
using a t^^T«phone fbr Its connection. . The transmission may take the 
form of radio, tel^evision^^^ computer data and there may be a computer 
or computer terminal ajrvt^ point on- the network or comriunication system. 
Input and outpur devites may take the form of teletypewriters or other 
input and output devices. For a summary of potential devices which, 
may be employed in dial access services., see Computer devices under 
EQUIPMENT TYPES. 

DIORAMA: See Three-dimensional material under MATERIALS FORMAT. 

DIPl^OMA: See Certificate or diploma, under HIGHEST DEGREE OFFERED/OBTAINED. 

DIRECT COSTS: See Program expen ditures (direct costs) under EXPENDITURE 
CATEGORIES AND TRANSFERS. 

DIRECTIONAL TRANSACTION: See iNFORMATIOM CONTACT. , . ' . 

DISADVANTAGE STATUS: An indicator of aniacademic, econom'ic, cultural ^ or 
other deficiency that substantially limits an individual's ability to 
access or utilize the materials or services of the library, or £hose 
of the parent organization. Types of disadvantage status Include: 

1. No disadv antage 

2. Academifc disadvantage : A deficiency in the person's academic prep- 
aration that requires some form of remedia] service or assistance. 

3. Economic disadvantage : A deficiency in the ^fipr son's Income level 
that requires either financial assistance or special services to 
guarantee access to#»the library resources or programs. 

4. Cul tural di sadvantage ; Indiv1du|j|fe whose backgrounds ^nd family 
culture (economic and social) are so different from the norm of 
the school, community, or nation that they require differentfated* 

services and materials. 

«' „ ■ 

5. Functionally illiterate : .Ap adult who is unable to read,-vrite, and 
compute sufficiently weir to meet the requirements of adult life. 

6. Othfer disadvantage 

DISCHARGE: See qiRCULATI(il TRANSACTION. . *' 

DISCIPLINE/SUBJECT MATTER: A. branch of knowledge or .Reaching. DisciRlines 
and subject matter can Be ca^egprjzed according to the classification 
and codihg of fields of-«ut)jeot ma^tter used in the National Center tor 
•Education Statistics, Classification of Educational Subject Matter (1977) 

> 191 ■ 
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DOCTORAL DEGREE: See HIGHEST OE|bREE OFFERED/OBTAINED, 



DOLLAR AMOUNT: The quantifiable measur'e of a financial transaction- or 
summary as expressed In U.S.^ dollars.. 

DOLLAR EQUIVALENCV: The nwnetary valu^ of services, miiterlals, nondollar 
assets, or other commodity, based upon the value (on the open market) ' 
of such services, materials, assets, or other commodity. See also 
Contributed (volunteer ) services under EXPENDITURE CATEGORIES AND 
TRANSrERS. 

DONATED MATERIALS: See CONTRIBUTED MATERIALS. 

. ~ ■ j .. ' . 

DONATED SERVICES: See Contributed (volunteer) services under EXPENDITURE 
CATEGORIES AND TRANSlTOT 



DUPLICATORS: See Pri gters/copl ers/dupl j oaiyrs under EQUIPMENT TYPES 
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EDUCATION/<t ATTAINMENT: The level of school completed. This excludes 
level In progress of completion; the grade or degree prior to current 
data should be considered dts the level of educational attainirtent. The 
following gradations in education are appropriate: 

For 1 i bra ry empl oyees 

^ • Less than high school graduation 

2- Certificate or diploma 

3. Associa te degree 

^ • Bachelor's degree 

5 . Master 's degree 

t In information/library sc"1ence 

t In media/educational ted'hnology 

t Two or'more mast^'s degrees (or master's, and first professional 
' degrees ) 

- one of which is in information/library science 

- one of which is in media/educational technology 

^ 

- none of which is in information/library science or media/ 

educational technology 

f 

t Other master's 
■ ^' Doctoral degree 
7. Qthfer 

For adult population 
1 . No schooV^y ears completed 
2 • Elementary school years complete d 
t 1 to 4 years completed 

f 

t^5 to 7 years completed , 
t 8 years completed 
v3. High school years completed . 
t 1 to 3 years completed 
• 4 years completed 
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EDUCATIONAL ATTAINMENT (continued) 
For adul t population (continued) 
^' College years completed • ■ 

• 1 to 3 years completed 

• 4 or more years completed 
5. Ujlknojim 

ELECTRONIC DISPLAY DEVICE: See EQUIPMENT TYPES. 
ELECTRONIC DISPLAY MATERIAL: See MATERIALS FORMAT. 
ELEMENTARY SCHOOL: See SCHOOL. 

EMPLOYEE: Any individual compensated by an institution for services ren- 
dered. Included are individuals who donate their services, if services 
performed are a normal part of the institution's programs or supporting 
services that otherwise would be performed by compensated personnel. 
Specifically exclAided are employees of firms providing services to the 
institution on a contractual basis. See also PERSONNEL RESOURCE' CATE- 
GORIES. ' . 

EMPLOYEE COUNTS: The recording or reporting of employee/personnel data 
by one of the following methods: 

1. Service month: The equivalent of one individual working f^ull-time 
■for t^¥ perTod of one month. Service months are calculated by 
multiplying the percent workload (relative full-timeness) by the 
number of months of the individual's appointment. As examples, an 
individual employed half-time for six months would be equivalent 
of (.5 X 6) or three service months. An individual emplo^d full- 
time for nine months would be equivalent of (1.0 x^)^.«frvKne 
service months of resource, and so forth. y"^^ \^ 

2. Headcpunts: Involves a profile (point-in-time) identification- of 
the actual unduplicated number of*employees. Usually used for 
recording and reporting employment level or employment status by 
such categories as full-time/part-time, male/female, raie/ethnit 

. status, and regular/temporary/seasonal. J 

3. Ful 1 - ti me equi yal ent ( FTE j^-pou fits : Involves the identification of 
numbers of employees by their total, contracted or assigned per- 
centages of time during a given p^feriod (generally a fiscal year) 
in order to reflect the library's oersonnel resources. These FTE 
counts can be summarized by hiringVunits , types of programs (for 
example Information Services, Collection Development Services, 
Administrative and Administrative Support Services)^ types of 

' specific work assignments (e.gs. administrative, clerical, or 
service). ' < 
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eWPLOYEE COUNTS (continued) 

!i>lUj:Jil]!j^-^Hy.l>L'^^^^ (continued) 

A full-time equivalent persor\nel resource is defined as the equiva- 
lent of one employee who is deemed to be carrying a full load in ' 
accordance with an institutionally agreed-upon convention for con- 
verting'' numbers of specific employees to an equivalent number of 
ful 1 -tinm, employees . For purposes of reporting information about 
PTE personnil resources* the following inethod cah.be used to cal- 
culate comparable fiscal year PTE personnel resource data: 

Step 1 : Determine the total service months rendered by an individual 
over a. fiscal year. For a given employee* mu.ltiply the percent 
workload (appointment percentage or relative full-time status) by 
the number of months of the individual's appointnient for the fiscal 
year. For employees hired for a period of time that irivolves less 
than a month, multiply the percent workload by the applicable per- 
centage of the month involved (that is, two weeks would generally 
be considered half or .50 of a month). 

Step 2: Determine the total annualized FTE personnel resources ofl 
aTT employees available during a fiscal year by totaling the ser»vice 
months calculated for all employees (i,n Step 1) and dividing by 12. 

EMPLOYMENT CATEGORIES: See PERSOfWEL -RESOURCE CATEGORIES and/or Eim)1oyment 
CAle^Pi'leAXo/. M^Ot.PPPJJlltioril under PUBLIC LIBRARY TARGET GROUP". " 

ENDOWMENT INCOME: See CURRENT- FUND REVENUE CATEGORIES. 



ENROLLMENT: See SCHOOL STUDENT COUNTS. 

ENTRANCE REQUIREMENT: See MINIMUM ADMISSIONS REQUIREMENT. 

ENTRY: A record of a bibl iographical ' enti ty in a catalog or list. (9) 
For catalogs, entries may include author entries, added entries (seconda 
entries), main entries, and analytic entries. 

EQUIPMENT CIRCULATION TRANSACTION: The loan (or rental) of an item from 
the library'^s equipment resources to a library user. 

EQUIPMENT DIST^BUTION SERVICES: See CjTCuljitJion__ser vices under PROGRAM- 
MATIC ACTIVITIES. 

EQUIPMENT IDENTIFIERS: Serial ipumbers , repair records, and other identi- 
fication pertaining to an individual piece Of equipnient. Also included 
are descriptors regarding the ownership and availability of the piece 
of equipment: 

1. E quipment owne rs hip status : An indicator that the library owns,- 
rents, or hss borroweiTthe piece of equi-pment, \ 

Z. Equipment avail ability: l^he degree to which the library's user group 
jcan access the Indlviclual itenr. Generally this incHudes whether 
the equipment is ava.Hable fof circulatlory Jorli^^'^s'^y i^se, or not 
for use By the library's user group. ^Jo 
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EQUIPMENT TYPES: Report the types of equipnient provided by. or utilized 
by the library. Indicate the status of ownership associated with these 
equipment (i.e., owned jointly, owned, or. rented/leased J. 

1- Audio device: A device used for the reception, recording, trans - 
mission, or reproduction of sound (only). (17) See also Audio- 
recordjina under MATERIALS FORMAT. 

• Audioplayer: A unit which can play back recordings on tape or 
dTsc, iut wliich is-not capable of. recording. It contains ampli- 
fiers and/or speakers. Included are tape players and record 
players. • ^ 

• Audi prec order: A unit which can record (and may play back) sound 
on" audTotape, audiocard, or audiopage. It may contain h^^ads for 
erasing,, recording, and olayback; amplifiers; and transport 
mecharrisms. The recorder may be monophonic, stereophonic, or 
multi-channel and may hav^ provisions for comparison of channels. 
(17) Included in this category ^re cartridge audiotape recorders 
and cassette audiotape recorders, audiocard recorders, and audio- 
page recorders. ^ 

• .Audi^ta^ie^dupJJcator: A device used to transfer the audio signal 
from one audiotTp^ To. another. Dupl icators , usual ly make the 
transfer to one or more copies at speeds much faster than real 
time or 9rdinary playback speeds. It may duplicate audiotapes 
on reels, cassettes, or cartridges. (17) 

• Listening center: An audio distribution device into which headsets 
canBe connected to enable more than one user to listen, to an 
audio program. It may have more than one channe.l and may have* 

, volume controls. The entire unit may be permanently mounted or 

V packed into a storage case. (17) 

f other audi o device : Any audio device not listed or defined above. 
>«Included here are radio receivers, audio induction equipment, 
aWio amplification equipment, audio mixers, and audio compressors. 

2. Compute£^4evice: A computer and those devices which will enable a 
computer t^>p€rfor'm its task. The combination of devices is, capable 
of accepting ^formation, applying prescribed processes t9 the 
informatipn, ^ncf supplying the results of the application to these 
processes— all vwlthout human intervention. (17; See also DIAL 
ACCESS and/or Com^ut^ raarteriaJ under MATERIALS FORMAT. 

Computer devices includes^ 

• Computer : An electroni*c dalHkprocessor that can perform substantial 
computation, including numer^ arithmetic or logic operations, 
without intervention by a humafK!|D^dtor during the run. (3)* 
This includes the mairi frame (i .er^Lc&ntral processing unit which 
contains the main storage, ari thmetK^nllt, and speciaV register 
groups); storage and input/output devl^S^. Suqh a computer can 
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EQUIPMENT TYPES (continued) " 
^' Comp uter device (continued) 

• Compu ter (continued) 

also act as Input-output buffers In a system of computers. Gen- 
erally speaking, computers can be categorized according to size 
and speed: large-scale systems, midsized systems, minicomputers, 
and.mlcrocomputers. 

• Computer terminal: A unit which permits one or two-way communica- 
tion betwcQii a user and a computer via communications lines. The 
device may Include features such as a cathode ray tube (^RT), 
typewriter/ teletype un1t» light pen, printer, plasma panel, tele- 
vision receiver, touch sensitive panel, keyboard, card reader, 
tape reader, or a«(t.jo" output unit. (17)* 

• Other input/output dev1_ce: Other device or collective set of devices 
used for conveying data Tnto or out oIt the computer. (3)* Includes 
Independent card readers, line pr1ntei;s, and other input/output 
devices which are not features of the terminal, but are a part of 
the computer terminal. Include here card printers associated with 
computer systems. 

• Other computer device: Any computer device not listed and defined 
above. 

3- Graphic or reproduction device: The equijmentvutilized in the pro- 
duction and reproductToinr of graphic materials. (17) Exclude 
printers and other reproduction devices affiliated with computer 
devices above . 

• Pri nter/copier /dupl ic ator: Machines which reproduce printed or 
graphic images, from a "paper master (original), stencil, or <metal 
plates onto paper copy. Also Included are microform duplicators 
which reproduce images from microform onto a paper copy or micro- 
form copy, other than microform reader/printers. 

toother graphic anj reproduction device: Any graphUr or reproduc- 
tion device not listed or defined above. 

4. Electron ic display device: The equ1pn«nt used in the production 
and electronic transmissTon of visual images and sound. (17) See 
also Electronic display m aterials under MATERIALS FORMAT. 

t Videotape recorder : A device which can record Images and sound on 
Videotape and which can play back the videotape for viewing on a 
television monitor or special^receiver. The videotape recorder 
•*" » m^y use reels or cartridges or cassettes. -Moit videotape re- 
corders used in Instructional programs are helica.lscan type. 
Al^o called VTR. (17). / 
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EQUIPME;NT types (continued) 
4. Ele ctronic d isplay devic e (continued) 

• yideopl ayer: A device which can reproduce sound and pictures 
from a videotape or videodisc on a television monitor or special 
receiver. It cannot record images or sound. The unit may use 
videotape on reels or in cartridges or cassettes. (17) 

' '• TelevjsiqYi receiver: An electronic device which intercepts the 
sTgnal of a teTevTsion broadcast or (with adaptation) television 
signals from other sources, amplifies, and translates the signals 
Into image and sound. (17) Exclude television receivers asso- 

\ dated with computer equipment. j 

• Telewriter: A device which transmits (live) and displays hand- 
wrl ting and simple drawings over telephone lines. Telewriters 
used for computer communications should be excluded. (17) 

• Other electronic display device: Any electronic display device 
noTTist^ed or deffned above, j 

' ' '■ , ' ' 

5- Projecting' or magnifying device: A device which enlarges or mag- 
hi fies visual images for^VTewThg. Some have provisions for sound 
accompaniment. (17) See also Projec ted or magnified material 
under MATERIALS FORMAT. 

4 

• Filmstrip projector or viewer: A filmstrip projector is a device 
aeslatl^dto project TTTms trips (usually 35 mm) and which normally 
projects a single-frame filmstrip and may project a double-frame 
filmstrip. A filmstrip viewer is a device equipped with a built- 
in viewing glass or rear projection screen for viewing filmstrips, 
usually single-frame- filmstrips. (17)* 

t • Sl ide projector or yiewer: A sjide projector is a device designed 

' to project slides on transparencies mounted In small frames> 
usually 2" by 2". Some models have provision for sound and/or 
accept trays, cartridges, or drums. A slide viewer is a device » 
equipped with a built-in viewing glass or rear projector screen 
for viewing slides. Models are available with provision for 
playing accompanying audlorecordings . (17)* 

• Mi crofprm reader or reader/pr inter: A projecting device, for ^ 
viewing microform. Included -in Wis category are microfilm 
readers, microfiche readers, micropaque readers, and combinations 
of these* (17)* Microform reader/printers are equipped with 
^copiers which expose, develop, and fix the projected Image on 
suitable material : - , • 

• Motion picture projector : A device designed to project motion 
pictures. It may be equipped to reproduce sound on either mag- 
netic, optical, or both typtes of sound tracks and may have audio 
recording capability. The most common types of motion pictyire 
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EQUIPMENT TYPES (continued) 
5'.; Projecting or magnifying device (continued) 

• Moti on picture projector (continued) 

projectors in instructional institutions are 16 nm, 8 mni, and 
supers 8 mn. (Some projectors have built-in viewing screens but 
should still be recorded as projectors,, not viewers.) (17) 

• Other projecting or magnifying device: Any projecting or magnifying 
device "not ITsted or defined above. This category wog'ld include 
sound synchronizers (except those synchronizers built into an 
audiotape recorder or plaver); projector' dissolve controls (except 

' television dissolve units); projection/sound programmer (i.e., a 
device which controls the synchronization among sound reproduction 
and/or projection devices )^; overhead and opaque projectors; 
stereoscope (an Optical device with two lenses enabl ing -^ac^ eye 
to see a separate image of the same scene giving the effect of 
three dimensions); teaching machines (a mechanical or electrical 
device which presents an instructional program at a rate controlled 
by the learner's responses to the machine); microprojectors (which 
enlarge and project microscopic transparencies such as microscope 
slides); film inspection/cleaning machines (which automatically 
inspect motion pictures and filmstrips for damage and/or clean 
the motion picture or filiiftrip); and screens used to view the 
projected or magnified material. 

^- Photographic device: A device used in photographic production of 
eTtTier stlTT photography, motion picture ^photography , or microfilm- 
ing. (17) This category includes cameras, darkroom Equipment, and 
. motion picture processors and editors. 

7- Other devices: Other devices^ or special equipment, not listed or 
def ineTaFove should be included" here. 

ETHNIC IDENTIFICATION: See RACE/ETHNIC IDENTIFICATION. 

EXCHANGE: See GIFTS AND EXCHANGES and/or Interinst i tutional exchange and 
' delivery services under PROGRAMMATIC ACTIVITIES. " ^ " ' 

EXECUTIVE/ADMINISTRATIVE/MANAGERIAL PROFESSIONAL: See PERSONNEL RESOURCE 
CATEGORIES. 

# 

EXEMPT EMPLOYEE: An employee .whose conditicms. of employment and compensa- 
' tion are not subject to th6 provisions of the Fair Labor Standards Act 
(FLSA) as amended. Exempt employees are not eligible for overtime pay- 
n»ent. According to Section 13 of the Act, an exempt employee is "any 
..employee employed In a bona fide executive, adjnini strati ve, or pro- 
fesslonal capacity. . . ." This* category typically includes executive/ 
administrative/managerial and specialist/library prof^essionals. ^ 

EXHIBIT: See Three-dimensional material under MATERIALS FORMAT, 

ERIC ; J9y 
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EXPENDITURE CATEGORIES AND TRANSFERS: Those types of expenses for which 
income is employed. See also CURRENT-FUND SOURCE/USE MATRIX. Types 
of expenditures include: 

^- Program expenditures (dir ect c osts'): Any cost that can be speci- 
fically identified with a partfcuTar activity center. The following 
items have been identified as direct costs: 

• Compensation: The to^al amount of dollars, including both gross 
sal armies and fringe benefits, paid directly to, or on behalf of, 
employees. The following categories of compensation are recom- 
mended: 

- Salaries and wages: The gross amount in dollars paid to an 
employee excluding fringe benefits. 



Inge benefits : Includes all benefits paid and accruing to 
employee , regardless of whether the benefits or equivalent 



- Fri 
an . ^ , ^ 

cash options are available to all employees. Possible typts 
of fringe benefits include Social Security, retirement, medical 
insurance, life insurance, guaranteed disability income pro-x 
tection (excluding annual sick leave benefits), unemployment 
compensation, workmen's compensation, and other benefits (in- 
cluding tuition and housing benefits). 

• Supplies and services: Includes consumable instructional, research, 
and offTcF suppl ies and materials; communications costs (including 
te1»ephone, telegraph, postal, printing, binding, and reproduction 
services); travel (i.e., transportation, food, lodging, and mis- 
cellaneous expenses reimburse^l to an employee who has represented 
or conducted business for the library or parent organization); 

and other contractual services produced from outside sources that 
can be directly identified with a particular activity center, 
including preprocessing costs, leased collection, and commercial 
binding costs. 

• Noncapital equiptnent : Includes equipment items that benefit the 
library or activity for more than one operating period. This 
category will typically include office machines and equipment, 
furniture, and furnishings, including free-standing bookstacks 
and other items of similar nature. Excluded are any equipment 
purchased from capital funds. Typically, those items or property 
that have an acquisition cost of less than $500 or an expected 
life of less than two years are included in this category. 

The library may also have direct costs that are not recorded in 
the internal accounting system. Some of these may be: 

• Expienditu res made b y the pa rent orgaViization: Expenditures made 
By ttie parenT; organization tFaF^should be considered and included 
as direct costs of the library. Retirement benefits paid for by 
a central agency in the parent organization on behalf of.libt^ary 
employees as well as other organization employees, centralized 
purchasing, and organization transportation pools are examples 

of such- expenditures. 

■ .. 200 
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EXPENDITURE CATEGORIES AND TRANSFERS (continued) 
1- Program- expenditures (direct^stsj (continued) 

• Expenditures made by an other agency: Expenditures made by a local, 
regTonaTT" state, or Federal agency that should be considered and 

< included as direct costs of the library. Retirement benefits 
paid for all state or Federal employees, a district, regional, 
state, or Federal purchasing agency, district, regional, state, 
or Federal transportation pool are examples of such expenditures. 

✓ 

• Expenditures made by a central administration: Any services pro- 
.vided by "a central administrative functTonTfi^at must be apportioned 

to individual departments before direct costs are calculated. 

• Contributed (volunteer) services: Services rendered to an insti- 
tution for which little or no compensation is p^id. The monetary 
value of donated services can be determined on the basis of pay- 
ments to other staff having equal qjual ifications , training, ex- 
perience, and responsibilities at the institution. If the number 
of salaried personnel is too small to provide reliable salary and 
wage data, reference may be made to other sources of such figures. 
(10)* Only those services which are significant to the library 
should be included, ^ 

2. Collection resource e kpfendi ture s : Expenditures for li-brary materials 
. includTng print, nonprint, and special collections. Exclude costs 

of preprocessing, acquisitions of library equipment, and collection 
resource maintenance activity, 

3. Expenditures for capital assets : This activity center is a holding 
account f6r~any capital expenditures made from the library's current 
funds. Expenditures for capital assets include monies expended for 
land, land improvement, buildings, additions to buildiji}s, and ^ 
capital equipment. Capital equipment is defined as any equipment 
items costing more than $500 (or similar lower limit established 

by the institution) and having an estimated service life of more 
than two years. Capital expenditures for the current year are not 
Included in the costs of the other activity centers (i.e., program- 
matic activities). See also DEPI^ECI AT I ON/ AMORTIZATION. 

4. Mandatory transfer-Gut : Includes all transfers from current fund 
that mustTe'made to other fund groups in order to fulfill a binding 
legal obligation of the institution. These categories are distinct 
from voluntary provisions made at t>1e discretion of the parent 
organization, governing body,*or library and therefore <:lassi fled 
separately. This category includes the following subcategories: 
provision for debt service, loan fund matching grants, and other 
mandatory transfers. 

5. Nonmandatory tr^ansfer-out : This category includes all transfers from ' 
the library fund to another fund at the discretion of the institu- 
tion's governing board. Although such transfers usually irivolve 



4 



I 



•196- 



EXPENDITURE CATEGORIES AND TRANSFERS (continued) 

5. Nonw^ndatory transfer-out ^^tlnued) 

unrestricted funds of .the current fund, a redesignation of funds 
previously designated for a different purpose may be made and the 
subsequent transfer recorded in this category. ) 

EXTENSION OF. LIBRARY SERVICES: The supplying of books and other library 
assistance (including reader and research advisory services) to indi- 
viduals and organizations outside a library's regular service area, and 
to areas in which library service is not otherwise available. These 
services may be reimbursed by usei*s or subsidized by other sources, or 
may be provided gratis jby the lib'iY'^y- (5)* 
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FACILITIES: See BUILDING IDENTIFItftS/CHARACTERISTICS and/or ROOM USE 
CATEGORIES. # 

FACILITY AVAILABILITY: The number of hours annually in. which the library 
facilities (or a portion thereof) are open to the library's clientele. 
Total facility availability is determined b*' the addition of the number 
of hours each library facility (i.e., building) is open and accessible 
to the public* Average facility availability i^ determined by dividing 
the total facility availability by the number of individual facilities' 
(i.e., buildings or service outlets) of the' library. 

FACILITY MEASURES: See PROGRAM MEASURES. 

FACT-FINDING SOURCES: See REFERENCE COLLECTION. 

FACT-FINDING TRANSACTION: See Reference transact ion-under INFORMATION 
CONTACT. : 

C; • • . \ 

FACULTY: See RESEARCH/ INSTRUCTION EMPLOYEE and/or Classroom teacher under 
SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP. 

FEES: See Generated incoiiie or Tuition_and fees under CURRENT-FUKD REVENUE 
CATEGORIES. " ~ ' - 

FICHE: See Ficjiej. catalog under CATALOG and/or Microfiche under MATERIALS 
FORMAT.' - - - 

FICTION: This category includes materitil of which content is not intended 
to be fact. Such material includes *(but is not exclusive to) narrative 
prose literature, with events, characters, and scenes wholly or partly 
the product of the imagination, as novels and- short stories. 

FILLED BORROWING REQUEST: See Requests f illed within user specified time 
under INTERLIBRARY LOAN BORROWING ACTIVITY; 

FILLED LENDING REQUEST: See INTERLIBRARY LOAN LENDING ACTIVITY".'"" 

FILM: See Motion pict ure film or Mi^crofTlm under MATERIALS FORMAT. 

FILMS^RIP: See Projected or magnified material under MATERIALS FORMAT. 

FILMSTRIP PROJECTOR' OR VIEWER: See- IPrpj_ectijiq or magnifying device under 
EQUIPMENT TYPES. " ^^-^ 

r 

FILMSTRIP VIEWER: See Filmstrip projector or viewer under EQUIPMENT 
TYPES. ^ ~" 

FINANCIAL MEASURES: See PROGR.AM MEASURES. 

FINANCIAL RESOURCES: The assets, liabilities, and fund balances attribu- 
table to the library. Specific categories included in financial resources 
are: 
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FINANCIAL RES;)URCES (continued) 

1. Assets : This category generally includes such items as cash, in- 
vestments, pledges receivable, accounts receivable, notes receivable 
inventories, prepaid expenses and deferred chargers, institutional 
plant, and interfund borrowing due from or to other funds. Specific 
categories include: 

• Cash : Includes the cash on hand, petty cash, and cash in bank 
accounts, associated with the library. Does not include short- 
term investments. 

• ji^VL^M^GjL?-- Includes real estate, marketable securities, copy- 
rTghts, royalties, and "so forth. 

• Pledges receiv^j)le: Pledges iYiclude pledges of gifts, subscription 
notes, and estate" notes . 

• Accounts_jeceivable: Includes all amounts cfwed the library, and 
TTmited to uncolTected amounts of completed sales (i.e., uncol- 
lected generated income). Governmental appropriations that are 
subject to release by a governmental office for library use should 
be included here. 

• Prepaid e xpense s and deferred charges: Includes that portion of 
operatTng expenditures properly chargeable in a period subsequent 
to the date of'the fiscal report. 

• Pl^ilt- The physical property owned by the^ library and used for 
TTbrary purposes, such as land, buildings, improvements other 
than buildings ^nd equipment. , 

• JllMLfiiPAJ'orXowiJlSL.di^^ Represents the 
amounts of funds loaned temporarily between fund groups (for 
example, current funds loaned to the plant fund). 

• Other assets: Include here inventories and notes receivable. 

2. Liabilities :- This Category can include accounts payable and accrued 
TTabilities; notes, bonds, and moKgages payable; deposits, deferred 
'revenues; and .contracts payable. Specifi^c categories are: 

r 

• Accounts payable and accrued liabilities: Represents liabilities 
for goods receTvedTancl other^expenses incurred for which dis- 

• bursements have not been made as of the date of the fiscal report. 
Payrolls due and unpaid, amounts deducted from payrolls and not 
yet forwarded to proper agencies (e.g, , income-taxes withheld, 
social' security taxes, and retir^snent annuity premiums). 

• l ^tes, bonds, and mortgages payable : Represent^4jbj. 1 ^ties for ^ 
outstanding notes, bonas»V and mortgages. 

• . " - " On . 
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FINANCIAL RESOURCES (continued) - 
^' Liabilities (continued) ' ' 

• Deposits: I<^ucles receipts for varidlis pur|>oses that a library 

• may be required to repay In whole or part^ Examples are deposits 
for breakage, room rental contracts i keys, library books, and * • 

•.. 80 forth. ' 

' ' ■ ' ' .- 

• Deferred revenues : Includes payments made to 'the library in acfr- - 
vance of the fiscal period reported to which they apply for ser- 
vices to be rendered in a subsequent fiscal period. 

• Other. li abilities : Liabilities not Listed or defii^ above. In- 
/eludes contracts payable. • '* '- 

3- Fund balances: The difference (excess or deficit) between assets 
and liabilities for each of the fol lowing— current funds, loan funds 
. endowment and itmilar funds, annuity and life income funds, plant 
funds, and agency funds. Fund balances include: 

• Current-fund balance : The net accumulation of the excess of 
current-fund revenues over current- fund expenditures and transf&rs 

• Endowment and si milar fund balance: The balance of funds in en- 
dowments. term endowments, apd quasi -endowments -specifically 
endowed to the library. . ^ 

r Ohexpended plant fund : Uae^pended resources t'hat have been set 
aside for the purchase or construction of physical plant in 
excess of associated liabilities. 



\ 



• Funds *f or ren ewal an d replacement : • Unexpended resources held for 
the renewal and replacement of^ physical plant. 

y« Net investiynt in plant': The -net investment ftt plant is the total 
equity in facTlity assets. It is, in short, the library's "paid 
for" plant facilities. 

• Fund? for retirement of indebtedne ss: Resources held for the re- 
tirement of , and' tKe interest on Tthe debt owed on the library's 
, physical plant. It includes sinking funds established under 
bond indentures mortgage amortization payments accumulated but 
not'^yet clue,^ and other resources accumulated for interest and 
debt retirement. " ' 

"I, ■ N 

• Other fund balances: Fund balances not listed and defined* above. 

FIRST pfoFBSSIONAL DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED. 

% ■ 

FISCAL PERIOD: ♦A , designated period- at the end ,Qf y^hich a' library or library 
system determines its financial condition and -the results of its opera- 
tions andcloses its accounts. The period^ is" usual ly a year, though not 
necessikrily a calendar (1j|t.. January thV*o(igh December) year. (5)* 
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4-1-4 PLAN: S^e PREDOMINANT CA^ENbAR SYSTEM. 

FRINGE BENEFITS: See Compensation under EXPENDITURE CATEGORIES AND 
TRANSFERS. 

FULL-TEXT RETRIEVAL TRANSACTION: The search and retrieval of information 
* from^ fuTl-text rfe^r^val dath base for a user. Each independent 
information unit "obtained for the user shou-ld be counted, .not the 
number of users. See also' Full -te x t retrieval data base under DATA 
BASE.. . ■ ^ 

FULL-TIME EQUIVALENT COUNTS: See ACADEMIC STUDENT COUNTS and/or EMPLOYEE 
COUNTS. ; ^ - 

FUND BALANCES: See FINANCIAL RESOURCES. 

FUND SOURCE: See CURRfNT-^FUND REVENUE CATEGORIES. ^ 
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GENERAL CIRCtlLATION SERVICES: See vClrculdtion services under PROGRAMMATIC 
ACTIVITIES. ^" 

GENERAL CIRCULATION TRANSACTION:- See CIRCULA.TION TRANSACTION. 

GENERAL EDUCATION PROGRAM: See Cul tural ; recreational, and educational 
services^ under PROGRAMMATIC ACTIVITIES. ' ~ " " / "" 

GENERAL LIBRARY COLLECTION: See COLLECTION CATEGORIES. 

GENERAL REFERENCE COLLECTION: See Reference collection under COLLECTION 
CATEGORIES. " 

GENERAL USE FACILITY: See ROOM USE CATEGORIES.. 

GENERATED INCOME: See CURRENT-FUND REVENUE CATEGORIES. 

GIFTS AND EXCHANQl-S: Thdv acqui sition of library materials by gift, or in 
exchange, with another institution for publications of that institution. 
(5) Items received and items retained by the library should be re- 
corded separately. See also CONTRIBUTED MATERIALS and/or PriyA^_3ifts_. 

s grants, and contracts under--CURRENT-FUND REVENUE CATEGORIES ' 

GLOBE: See Th r ee - d i me n s i o n a 1 m a tl r i a 1 under MATERIALS FORMAT. 
GOVERNMENT PUBLICATION: See MATERIALS ACQUISITION COUNTS. 
GOVfRNMENTAL APPROPRIATIONS: See CURRENT-FUND REVENUE CATEGORIES. 
GOVERNMENTAL GRANTS AND CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES. 
GRADUATE DIVISION: See ACADEMIC COURSE LEVEL. 
GRADUATE STUDENTS: See ACADEMIC STUDENT LEVEL. 

GRAPHIC OR REPRODUCTION DEVICE: See, EQUI PMENT TYPES. ) 
GRANTS: See CURRENT-FUND REVENUE CATEGORIES. 

GROSS SQUARE FEET (GSF): The sum of square feet of the floor areas of the 
biJilding included within the outside faces of exterior walls for all 
stories, or areas that have floor surfaces. Gross area' should be com-, 
putefl by measuring from the outside face of exterior walls, disre^^dirig 
cornices, pilasters, buttresses, etc., which extend beyond the wall 
face^ measured in terms of gross square feet (GSF). In addition to ' 
all the internal floored spaces obviously covered above, gross area 
should include basements (except unexcavate'd portions), attics, garages, 
enclosed porches, penthouses, mechanical equipment floors, iQbbies, , 
mezzanines, all balconies (inside or outside) utilized for operational 
functionj, and corridors, provided they are within the outside face lines 
of the building. Roofed loading or shipping. platforms should be in- 
cluded, whether within or outside the exterior face lines of the building. 

207. 
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GROSS SQUARE FEET (GSF) (contlnOed) 

Stairways, elevator ;5hafts, mechanical service shafts, and ducts are 
to be counted as gross area on each* floor through which the shaft 
passes. Exclude open courts and Itght wells, or portions Of upper 
floors eliminated by rooms or lobbies that rise above single-floor 
celling height. See also ASSIGNABLE SQUARE FEET (ASF). 

GROUP TRANSACTION: See INFORMATION CONTACT. 
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HANOICAP ACCESS: See BUILDING * IDENTIFIERS/CHARACTERISTICS. 

■ ■■ ' ' ' J< . « 

HANDICAP CATEGORY: A handicap is an atypical physical, health, sensory, 
or mental condition which, without the use of any corrective device, 
may substantially limit one or more major life activities. Hhnd,icap 
categorfjes include: 

1 . None 

2- Visually handicapped: Persons who have a visual impairment whieh, 
even~wTyi correctTon, is sufficiently severe as to adversely affect 
their performance of certain activities. A person identified as 
visually handicapped may be referred to as partially seeing or • 
blind, according to the nature and severity of the handicap. 

3- Hearing hand j capped: Persons hd;iing an auditory impairment suffi- 
cTently severe as to ad verse! ^jMf feet their performance of certain 
activities. A person identi.fWd- as hearing handicapped may be 
referred to as hard of hearing or deaf, depending upon the nature 
and severity of the handicap. 

^' Peaf-blind: Persons having concomitant hearing and visual impaiV- 
riients, the combination of which causes such severe communication 
and other developmental and learning problems that such a person 
cannot be accommodated by special matef'ials or services solely for 
deaf persons or for bl ind persons . 

^- Orthopedically handicapped: Persons having an orthopedic impairment 
sufficiently severe as to adversely affect their performance of 
certainllctivities. The term includes persons with .Impairments 
caused by congenital anomaly. Impairments caused by disease, and 
impairments from other causes. 

6. Other health han^jcapped: Persons haVing a health impairment suffl- 
c1eKj;ly severe as to .adversely affect their pei^formance of certain 
actiyities. Such persons may be handicapped because of limited 
strerigth, vitality, or: alertness due to chronic or acute health 
problems.' 

^' Speech handicapped: Persons having a communication disorder that , 
is sufficiently severe to adversely affect performance of certain 
activities. Such a handicap should not be confused with proficiency 
in the English language. 

8. Mentally handicap ped: Persons having a mental impairment (i.e., a 
mental or psycholagical disorder such as mental ^retardati on, emo- 
tional or mental illness, or spi^clfic learning disability) of 
sufficient severity as to substantially limit one or major life 
activities. ) 

9. Hu1t1 handicapped : Persons having concpjn;! tant impairments, the com- 
blnatlon of which cannot be accommodated by special materials or 
spectal services solely for one of ttiftj above identified categories. 
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HEADCOUNT: A profile (polnt-ln-tlme) identification of the actual un- 
duplicoted number of individuals in a population. Usually used for 
recording and reporting status by categories of descriptors such as 
full -time/ijart- time, male/female, race/ethnic identification, age 
ranges, income levels, and educational attainment. * , , 

HEADQUARTERS: See LIBRARY HEADQUARTERS. 

HIGH SCHOOL: See Secondary school under SCHOOL. 

HIGHEST DEGREE OFFERED/OBTAINED: The highest degree/certificate/diploma 
offered by an institution or obtained by an individual which represents 
completion of any program offered by the institution, or obtained by 
an indi vi dual . 

^' Certificate or diploma: An award for successful completion of a 
course of stuay or program covering less than two academic years 
offered by a postsecondary institution. 

2. Associate degree (two years or more): The degree granted upon com- 
'pTeFTorToT^ an e3ucat1onal programTess than baccalaureate level 
and requiring at least two but less than four academic years of 
col lege work . 

3. Bachelor's degree: Any earned academic degree carrying the title 
of "bachelor. \ 

^- First professional degree: The first earned degree fn a professional 
field. Only Tlie^ To) lowing degrees should be included: (1) M.D., 
(2) D.O., (3) L.L.B. or J.D. (if J.D. is the first professional 
deqree), (4) D.D.S., (5) D.V.M., (6) O.D., (778.0., M.Div., Rabbi, 
(8) Pod.D, , P.M. - < 

Master 's degree: Any earncfd academic degree carrying the title of 
"masterT" 

6* Doctoral degree : Any earned academic degree carrying the title of 
"doctor." Not included are first professional degrees such as 
M.D. , 'D.D.S. 

< 

7.' Oth^r ce rtif icate, diploma, or degree : Includes all other categories 
of degrees/diplomas/certificates that cannot be categorized in any 
of the preceding categories such as specialist degrees for work 
completed toward a certificate. 

HOLOGRAM: See Projected o r magnified irgterial under MATERIALS FORMAT. 
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INCOMf: See CURRENT-FUND REVENUE CATEGORIES and/or Familj^^ income under 
PUBLIC LIBRARY TARGET GROUP. 

> 

imii: See REFERENCE COLLECTION. 

INFORMATION AREA: See User^Jjlto^Jw^^^ i^ntler ROOM USE CATEGORIES. 

INFORMATION CONTACT: /^i information contact is an encounter in person, 
by telephone, rhail, or other means, between a member o^f the reference/ 
information staff and a user, ifi which 'information is sought or pro- 
vided. (2) See also Information services under PROGRAMMATIC ACTIVITIES. 

^- Directional transaction: A directional transduction is an information 
contact wTiTch TacTTTtates the use of the library in which the con- 
tact occurs, and its environs, and which may involve the use of 
sources describing that library, such as schedules, floor plans, 
handbooks, and policy statements. Examples of directional trans- 
actions are: (1) directions for locating facilities such as rest- 
rooms, carrels, and telephones; (2) directions for locating library 
staff and users; (3) directions for locating materials for which 
the user has a call number; (4) supplying materials such as paper 
and pencils; and (5) assisting users with the operation of machines. 
(2) Directional assistance provided as a part of a reference trans- 
action (defined below) should not be counted here. 

^- RefeT<?nce transaction: A reference transaction is an information 
^contact which involves'the use, recommendation, interpretation, or 
instruction in the use of one or more information sources, or 
knowledge qf suV;h sources, by a member of the reference/ i nformat ion 
staff. Information sources include: (1) print and nonprint mate- 
rials,; (2) machine-readable data bases (including computer-assisted 
instruction); (3) library bi bl io'graphic recorc^s, excluding circula- 
tion records; (4) other libraries and institutions; and (5) persons 
both inside and outside the library. 

A question answered through utilization of information gained from 
previous consul tation of* such sources is considered a reference 
transaction even if the source is not consulted again. A contact 
which includes both reference and directional service is one ref- 
erence .transaction. Duration should not be an element in deter- 
mining whether a transaction is reference or directional. (2) 

Types of reference transactions include: 

• Catalog information transaction : A reference transaction which 
specifically requires instruction in the use of the library 
catalog, or requires a search of the library's catalog, a union 
catalog, a serials list, or another library's catalog for a spe- 
cific work, or works by a specific author, or works on a particular 
subject. Catalog searches resulting from bibliographic searches, 
fact-finding transactions, or other reference transactions, during 
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INFORMATION CONTACT (continued) 
2. Reference transaction (continued) 

• Catalog informat ion transaction {continued) ^ 

the course of the infor(nlsti on. contact, should be excluded from 
, this category and reported under the appropriate category of - 
reference transaction listed below. p 

• Fact-fi nding transaction : A reference transaction involving ronly 
a question of a factual nature which can be addressed readily and 
often fdr which a standard reference book, entry in a reference 
file, or knowledge of the staff member is sufficient tCK provide 
the answer. Exclude fact-finding, which is a part of a literature 
search transaction' (below), a referral transaction (below), or 

a 'research and analysis transaction (below). ^ 

• Literat ure search transaction: A reference transaction which in- 
volves extensive scouting oT^indexes, bibliocfraphies, and machine- 
readable literature data bases as well as the library's own mono- 
graphs and serials, in order to locate information on the subject 
of 'inquiry. (5)* Selective dissemination of information (SDI) 

or bibliographies developed in anticipation of user's requests, 
or on a recurring basis should not be included in this category. 
For reporting purposes, count here only the literature search re- 
. quest, not the number of biljkl iographies , indexes, or data bases 
searched to satisfy the request. Categories of literature search 
are: 

t 

- Literature search of the collection: A reference transaction 
which Involves extensive Scrutiny of indexes and bii)liographies 
in print or print facsimile, as well as materials in the library 
collection, in order to locate information on thfe subject of. 
inquiry, y 

■ Bibliographic data base literature search : A reference trans - 
action involving, a subject (or other) search of machine-readable 
data bases for the purpose of yielding a bibliography or list 
of citations specifically addressing the subject of the Inquiry. 

- Comj?1ned literature search : Any literature search which entails 
both manual and machine searching. , 

- Other literature search : Any literature searches not named or 
defined above. • ' . 

• Readers or research advisory transaction : A reference transaction 
wKkh Involves consultation for reading or research problems, rec- 
ommendations of books, and a reading or research program, Or in- 
struction In the use of the library and its resources (beyond 
catajog use). Exclude class instruction In reading, such as right- 
to-rea'd programs, which specifically address reading and are not 
pr<imar11y Intended to upgrade library jskl lis and which should be 
considered under cultural, recreational ,* and educational services. 
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INFORMATION CONTACT (continued) 
^' Ref'e renc e. t r aVis action (continued) 



Community referral trapsa^ion: A reference transaction wh^ch 
-Involves the proVTsTon ^ lnTorn«tion about the community* com- 
munity activities, community services or agencies, and community 
calendars. Such a transaction typically requires the determination 
of the user's need and the appropriate agency- information referra] 
or community information referral to meet this need. Community 
services, resWce referral files, schedules of events, and maps 
of the community may be consulted. 

• Other referral tra nsac tion: A reference transaction which involves 
the provisiorT^oTTnTormlitTon about or from offices, departments, 
or agencies outside of the library (other than, those encompassed 
by comnunity referral). Such a transaction may reoAre directing 
the user to persons or organizations external to tdf library. 

• ?iseajxhL_and_jma^^ A reference transaction] which / 
involves the provision "an? Interpretation of extensive informa- 
tion about a particular topic, or topics. Such a transaction may 
require the consolidation and analysis of information from a 
variety of sources; independent research on the part of the library 
staff; and the synthesis of this information into a single "in- 
formation package" for the user. Such a transaction may also 
require literature searches, referral to agencies and organizations 

'outside of the library, and other components of other types of ' 
reference transactions. However, it is distinguished from these 
by the interpretation, synthesis, and analysis of the information 
required by the lii)rary staff. 

• O^her reference transcictions : Other reference transactions not 
TdentTfTecl above. 

3. Group transaction: A ,^roup transaction is an information contact 
Th which a staTf member, provides Information service, usually in-, 
tended for a number of persons, rather than an individualized 
response to a specif let need of one or two persons at a time. 
Examples of group trahsactions ar^: lectures, library tours, book 
reviews and discussions, media presentations and similar programs, 
instructional programs in research methods and similar programs. 
If a series of such |j>resentat1ons is made, each session should be, 

(2) Grqlip .transactions include transactions 
ibrary premises, as long as such transactions 
are sponsored by the/ library. For counting purposes, the transaction 
* should be counted asj one. In addition, the number of persons 

attending each translactlon should be counted. ^ 

INFORMATION SERVICE HOURS: The mmXi^x ^^^^^ annually in which an in- 
formation service point is staffed and prepared to provide information 
service to the library's clientele. For reporting DjhRposes, the total 
number of hours annually for each service point maintained by the 1 ibrary 
should be totaled to yield an overall library total. The hours of any 
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INFORMATION SERVICE H01IR5 (continued) 

service point should be calcuUt^d on the service ftoint and not upon 
the number of st«ff members available at that service point simulta- 
neously. Thus, a service potnt staffed for one hour- by two Individual 
■ Is the equivalent of one information service hour only. 

INFORMATION SERVICES: See^ROGRAMMATIC ACTIVITIES. 

INPUT-OUTPUT DEVICE: See Computer device under EQUIPMENT TYPES. 

INSTRUCTION/RESEARCH EMPLOYEE: See RESEARDH/ INSTRUCTION EMPLOYEE. 

INTERBRANCH LOAN: See INTRALIBRARY LOAN. 

INTERLIBRARY COOPERATION: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE 
ENDEAVOR. 

INTERLIBRARY' DELIVERY SERVICES: See Interinstitutional exchange and 
delivery servi-ces under PROGRAMMATfO^'f I VtTlt EST 

INTERLIBRARY LOAN (ILL): Materials* sent in answer to specific title, 
author, or ILL subject requests made between libraries or library 
agencies that are not under the same a(im1n1stratK)n' (i .e. , interbranch 
and Intracampus lendTng and borrowing are excluded). (19)* See also 
INTRALIBRARY LOAN. V - 

INTERLIBRARY LOAN BORROWING ACTIVITY: The activity of a library related 
to requesting and obtaining, from other libraries, materials requested 
by library clientele. . \ 

1- Item requested: The material requested from another library for a 
patron of the reporting library. An item requested should be 
counted only once regardless of the number of libraries queried 
for the item requested. • ^ 

2. Borrowing request: A query sent to another library for an item 
requested by a patron of the. reporting library. Such borrowing 
requests should be counted whether or not the request is filled. 

3. Request filled within gier sped flee) time:. Material supplied to 
the patron in response^ to a borrowing^ request, and within the time 
In which thematerial is still needed for the patron. 

.1 

U^TERLIBRARY LOAN LENDING ACTIVITY: The activity associated with lending 
- materials frorti the library's resources to other libraries or furnishln 
photocopies of materials requested by other libraries. Such activity 
should be in respon$e to a specific borrowing request" from another 
library as distinguisfhed from bulk loans. 

1. Lending request : A request received from another library for mate- 
rials believed to be owned by the reporting library.. 
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INTERLIBRARY LOAN LENDING ACTIVITY (continued) 

^- Filled request: The material requested is loaned to the re(|Uest1ng 
Hbrary, or a phottfcopy of materials requested is supplied to the 
requesting library. 

• ^" original 'format: Those items that are loaned tp another library 
Trom the reporting library's collection in the same form in which 
it resides in the collection (e.g., book, film, record, etc.) and 
are intended for return to the reporting library. 

• In reproduced forinat: A facsimile reproduction of an item (e.g., 
a pfiotocopy) provided in order to fill a lending request. Typi- 
cally, reproduction costs are, paid by the requesting library and 
the material is not intended for return to the reporting library. 
Included fh this category are photocopies of articles from jour- 
nals,, a cassette copy of a record, microform reproduction, and 

so forth. 

INTERLIBRARY LOAN SERVICES^ See Interinsti tution^J^exchan^e and delivery 
services under PROGRAMMATIC ACTn/TTfET. , 

INTERNATIONAL STANDARD BOOK NUMBER (ISBN): The international code that 
identifies concisely, uniquely, and unambiguously, a book, based on the 
American National Standard and approved by the International Organiza- 
tion for Standardization as ISO 2108, International Standard Book 
Numbering. 

INTERNATIONAL STANDARD SERIAL NUMBER (ISSN): The international numerical 
code that identifies concisely, uniquely, and unambiguously, a serial 
publication, based on the American National Standard, Identi fication 
for Serial PubljcaUons, Z39.9, 1971 , and approved by tliF InternatTonal 

, QrganizatTon ?or Standardization as ISO 3297, International Standard 
Serial Numbering. (4) 

I 

INTRALIBRARY LOAN: A loan made from one library (or one branch) to anothen 
within the same- library system. (5) 

INVESTMENTS: See Assets under FINANCIAL RESOURCES. 

ISSUE: A single uniquely numbered or dated part (installment) of a peri- 
odical.^ (4) 
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JOINT ACQUISITIONS: See MATERIALS ACQUISITION COUNTS. 

JOINT LIBRARY: See ACADEMIC REPORTING-AnIT STRUCTURE and/or SPECIAL 
LIBRARY REP0RTIN6-UNIT STRUCTURE. 

< 

JUNI0R\HI6H SCHOOL: See Secondary school under school. 
JUNIOR-SENIOR HIGH SCHOOL: See Secondary school under SCHOOL. 



^ I K) 
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KIT: See MATERIALS FOftMAT, 



ERIC - . ^ 



-212- 



LABOR COST: See Act ivity measures under PROGRAM MEASURES. 

sLABORATORY FACILITY: See ROOM USE CATEGORIES. ^ 

LAG TIME: See Activity measures under PiTOGRAM MEASURES. 

LANGyAGE PROFICIENCY: The ability of the individual to read, write, speak, 
and understand languages. 

' ^' Proficiency with English: AhMndication of a person's ability to 
understand tRe English Tanguage. This includes the ability to 
read, write, and speak. ' " 

2» Primary lang uage: The language that a, person uses and comprehends, 
most ^sily. ~ \^ ^ ^^^^ 

3- Other language (s) in which prrpfjc lent: Any language(s) or dlalect(s), 
^eluding the primary Tanguage, in w"hich the person has at least a 
nfoderate degree of proficiency, i.e., in speaking, reading, and/or 
writing. Sign language may be Included here. Any sucji language 
should be specified. 

LEAFLET: See Pamphlet under MATERIALS FORMAT. 

LEARNING RESOURCE CENTER: An institutional facility which provides teaching 
or instruction materials and related equipment to the user individually 
and in classes, including computer-assisted instruction, audiovisual 
teaching and training packages, and educational materials Intended for 
,self instruction. See also SCHOOL LIBRARY/MEDIA CENTER. 

Academic libraries and school library/media centers should identify the 
type of relationship maintained with the learning resource center of 
the parertt organization: 

1 . Not applicable (there is no learning resource center) 

2. Part '' of the library/media cente,r 

y Administra tively equal to th e 1 ibrary/ media center and under a 
^ common administrator 




Library/medi a center is pari: of the 'lea rning resource center 

5.j No formal relationship between the learning resource center and 
the Hbrqry/medla center " 

L£ASElK,COLLECTION: Library materials that are rented from a vendor or 
commercial firm for a limited period of time. The library may have a 
purchase option allowing it to buy all or part of the q^pllection at a 
fractloD of the purchase price. The collection may be stable for a 

•contracted time period it may be rotated at given intervals. See 
also RENTAL COLLECTION. 



LEGAL CONTROL: The constituency to which the parent organization or sponsor 
of ^e library has priinary legal responsibility. Control can be cate- 
gorized into the following subgroups: 

1. . Public: Control of policy and funding origin^4tjU»g directly or in- 
directly from a constitutionally defined forr^ of government. The- 
foll owing subscategories are generally used: 

• Federal control * - • 

• State or territorial cop trol 
• ^ School district C ontrol 

• jg egion^ ^l -"control ' 

;• County or borough cdntjrol ^ 

• Municipality^ (irf^lu ding town ship and c ity) Control 

• Other pu blic cont rol ^ 

2- Privatdy Control of policy and funding originating primarily from 
a nongovernmental eptity. The following subcategories are generally 
used: ^ <r - 

f Private for-profit 

-f Independent, nonprofit 

• Private, affiliated with a religious group - 
' • Other pr ivate control 

- 3. Other : Control of policy and funding originating from a combination 
, . ,^,„„Qt,ga«erniJtentftl and^ioTl^Verhmental entities. 

LEVEL: See ACADEMIC COURSE LEVEL and/or ACADEMIC STWDENT LEVEL. 

liabilities': See FINANCIAL RESOUf^CE^. 

LIBRARIAN: See Specialist/library 'professional under PERSONNEL RESOllJ^CE 
CATEGORIES, 

LIBRARY: Irrespective of its titleya library is defined as any unit 
meeting' r:^!! Of the following qualifications: 

1. Maintains and controls an organized collection of printed materials, 
other graphic materials, and/or nonprint media. 

\ ■ .. " ^ 

2. Provides a r^egular staffing level in which the primary function of 
this staff is to provide materials, facilitate the use of the 
collection, and deliver information services to meet the informa- 
tioiral, educational, or recreational ne^s of its clientele. 
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LIBRARY (continued) 

^. Maintains an established recurrent schedule in which services of 
• ^ the staff are available to the unit's clientele. 

\ ■ . ■ 

LIBRARY ASSISTANT: See Lij^rary technician under PERSONNEL RESOURCE 
CATEGORIES. 

HBRARV BOARD: See PUBLIC LIBRARY REPORTING-UNIT STRUCTURE. 

' LIBRARY GENERAL INFORMATION SURVEY (LIBGIS) CODE: Number assigned to the 
library by the National Center for Education Statistics (NCES) for the 
purpose of completing the Library General Information Survey. 

LIBRARY HEADQUARTERS: The. location of the administrative offices of the 
Library. These offices may or may not be located at a library. 

LIBRARY IDENTIFIERS: The name, address, and code identifying the parent 
organization (of which the reporting library^ is a part) as unique, and 
the Standard Library Identification Number of the reporting library. 
Such identifiers may also include congressional district, state senate 
district, and standard metropolitan statistical area. Specifically, 
these identifiers include: 

^- Corporate namg of pa rent organization or s ponsor: The official 
iwie^7tlTe"organTzation, partnership, or agency of which the 
library 'is a part should be used. Do not use the name of the 
library itself. If two or more, independent organizations are 
served by the library, the official name for each should be listed. 

2 Orga niza tion code: The code designation for the or^ianization , 
partnership, or agency of which the library is a part, and which 
is identified by organization name. Such codes vary from setting 
to Setting, and may vary with surveys. Kowever. such codes .include 
the Federal Interagency Committee orf Education (FICE) code for 
academic institutions, the Elementary School General Information 
Survey (ELSGIS) Code for schools, and so forth. If two or more 
independent organizations are served by the library, code desig- 
nations for each organisation should be reported. 

3. Th e American National St andards I nstitute Standard Libr ary Identi_- 
fication Number (SLIN) : A coding plan for systems identification 
of library orgarnizatlons throughout the U.S, 

4. Lo cation ? The location of the library headquarters or central 
offices should be considered the .place of address for a library 
system. The following types of information are useful in reporting 
location: 

• Addres^ : The mailing address, cfty, state, and zip code of the 
.central offices of the library. 

. t U.S. congressional district ; If a library system has service out- 
lets or service points in more than one congressional district, 
each -district should be cited. £20 ^ 
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LIBRARY IDENTIFIERS (continued) 
4., Locdtlon (cDnthuTed) 



t State legislative district : If a library system has service out- 
Iffts or service points tn more than one legislative district, 
each district should be cited. 

• Standard MetropolitaD Statistical Are^ (SMSA) : A designator em- 
ployed by the U.S. Bureau of the Census fpr a city (or cities) , 
of specified population which constitutes the central city and 
the county (or counties) in which it is located. 

• County : If a library system has service outlets or smlce points 
in more th^n one county, the name^of each county should be cited. 

LIBRARY OF CONGRESS CARD OR CARD COPY: See Derive d cata-loging under CATA- 
L0GIN6 ACTIVITY. . ~ 

LIBRARY OF CONGRESS CLASSIFICATION: See CLASSIFICATION SYSTEM. 

LIBRARY TECHNICJAN: See Technical employee under PERSONNEL RESOURCE CATE- 
GORIES. . ^ ' 

LISTENING CENTER: See Audi'o^ d evice under EQUIPMENT TYPES. ^ 

LITERATURE SEARCH TRANSACTION: See Reference transac tion under INFORMATION 
CONTACT. 

LOCATION (OF LIBRARY): See LIBRARY IDENTIFIERS. 
LOWER DIVISION: See ACADEMIC COURSE LEVEL. 
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MACHINE- ASSISTED REFERENCE SERVICES: See Information services under 
PROGRAMMATIC ACTIVITIES. 

MACHINE-READABLE DATA BASE: See DATA BASE. 

MACHINE-READABLE DATA BASE tITEHATURE SEARCH: See Reference transaction 
under INFORMATION CONTACT. 

MAGNETIC STORAGE: See Computer material under MATERIALS FORMAT. 

~ ' " \ 
MAGNIFICATION DEVICE: See Projecting or magnifying device under EQUIPMENT 
TYPES. . " ' 

MAGNIFIED MATERIALS: See Proj^cjted_jor ma^ under MATERIALS 

FORMAT. 

MAIN CAMPUS: See Parent institution/main camfius under ACADEMIC REPORTING- 
UNIT STRUCTURE."" ' 

MAIN LIBRARY: See C entral li brary under SERVICt OUTLET.* 

MANDATORY TRANSFER-OUT: See EXPENDITURE CATEGORIES AND TRANSFERS. 

MANPOWER RESOURCE CATEGORIES: See PERSONNEL RESOURCE CATEGORIES. 

MANUSCRIPT: See MATERIALS FORMAT. ^ 

MAP: See Pictorial representation under MATERIALS FORMAT. 

MASTER'S DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED. ^ 

MATERIALS ACQUISITION COUNTS: The reporting and recording of data about 
materials acquired by the library for internal and exchange purposes. 
See also COLL-ECTION COUNTS. For purposes of counting newly acquired 
materials obtained by the library, it is useful to examine the following 
types erf materials formats separately: 

1 . • Periodical subscriptions (excluding m icro form) 

^. Other serials subscriptions (exc luding microform) 

- 3. Books (in print) 

4. Other print materials 

5. Mi croform 

6. Nonprint materials' 

For the above categories, publishing source shcAjld be examined: 

^ ^ 
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MATEItlALS ACQUISITION COUNTS (continued) 

1- Government publ i ca ti on : Any publication in book, serial, or other 
materials format Tea rfng a government imprint, e.g., the publica- 
tions of Federal, state, local, and foreign governments and of 
intergovernmental organizations such as United Nations, European 
Common Market, and so forth. (18)* For reporting purposes, include 
governn«nt*<locuments as a separate count for acquisitions. This 
count need not be maintained as a separate count of holdings unless 
the library is governed by depository regulations indicating other- 
wise. 

1. Domestic nongovernmental publi catio n: Any book, serial, or other 

ma teR'ats"' format published (pr prodiTced, as in the case of nonprint 
materials) in the United States other than 6y a government agency. 

3- Forei gn no ngovernmental publ icat i on : Any book, serial, or othfer 
irtaterials TorinaFTuCTT^^ as lin the ca3e of nonprint 
materials) outside the United States by otheV t^an a governmental 
or intergovernmental, agency. 

Depending upon the level of detail desired at the local level, it may 
be useful to further refine these categories.- For example, among school 
library/media centers, nonprint materials should be examined in greater 
detail. Among government publications, the distinction between local, 
state, national, foreign, and international issuing agency may be of 
assistance. 

Counts of material? in each of the above stated categories should in^ude 

1 - PJbi/ALcilJLiiOlJA/lP^ 

3. Number of subscriptions mainJtajned^_(jjTcl u^iig^^^ ' 

— . — . . — ■ , 

4- Number ojFjjnjLgue^ subscri pt i ons ma i n t^ ned jexclMl Jiajj^JJ-Cj,^e. 
t Ttfeiy ' ' -t::^^^ -. 

Af a minfmum it useful to examine collection materials acquisition 
expenditures in tfhe following for each of the above stated categories 
. of materials : 

^ • Dollars expended 

2. Physical uni_ts_jnd/oji,subs£rj^^^ or thro ugh 
exchange 

3. Ph ysical units and/ or subscjHptlons. jc^^^^ 
TTbrary o r agency 

4. Dollars expended on joint a cquisitions 

MATERIALS ACQUISITION SERVICES: See Technical services under PROGRAMMATIC 
.'ACTIVITIES. .. 
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HATERIALS CONVERSION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY. 

MATERIALS FORMAT: The media ini which the items of the library's collec- 
tion are contained. Typically, the materl/ils format determines the 
type of housing necessary for the material, and m^y dictate tite type 
of equipment necessary to access the material. Categories of materials 
format are: T 

^' Mnt (or pr inted) material; Material utilltzing the print medium 
(for example, newspapers, books* magazines)'. This category gen- 
erally includes textual or book-like materials ratheY than all 
materials which^ are actually produced by a printing process. (17) 
For reporting purposes, print kits should be excluded and reported 
under kits. 

• Book : A nonperiodical printed publication Wound in hard or soft 
covers, or in loose-leaf format, of at least 49 pages, exclusive 
of the cover pages; or a juvenile publication of less than 49 
pages bound in hard or soft covers. (6)* For reporting purposes, 
exclude atlases from this category and report under pictorial 
representation. Exclude telephone directories, air schedules, 
and similar materials of short-lived relevance. 

• Serial : A publication issued in successive parts, usually at regu- 
lar Intervals, and as a rule, intended to be continued indefinitely 
Serials include periodicals, newspapers, annuals (reports, year- 

. books, etc.), memoirs, proceedings, and.vtransactions of societies. 
They may irjiClude monographic and publishers' series. (5, 7) 
For reporting purposes, exclude serials reported under book, above. 
Categories of serial are: 

- fj^ rtodical; A.serial publicatipn^generally printed on paper 



regular or stated intervals, generally more frequently than 
annually. Individual issues are numbered consecutively or 
dated and normally contain separate articles, stories, or 
other writings. They, contain subject matter of either general 
interest (fiction or nonfiction) or else are primarily devoted 
to articles, studies, reports, and factual information- on spe- 
cialized subjects, i.e., legislation, finance, trade, labor, 
farm, machine, pure and applied science, fashion, sports, 
hobbles, etc. Newspapers disseminating general news and the 
proceedings, papers, and other publications of corporate bodies 
primarily related to their meetings are not included in this 
category. (5, 8, 9, 24)* Divisions of this category are: 

- Bound periodical : Issues of a periodical usually constituting 
the whole or a consecutive part of\a- definite publishing period, 
affixed together with an adhesive with or without stitching, 
and usual.ly encased in a protective cover with identifying 
marking added to the spine, and sometimes also to the front 

• of the cover. (4) , 

- Unbound periodical ; Individual issues of a volume of a peri- 
odlcBi not attached by binding. A^O , 




appear indeflYiitely at 
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MATERIALS FORMAT (contlYiued) 
^- Print (or printed) materials (continued) 

• Serial (continued) - - ^ 

- Newspaper: A serial publication usually printed on newsprint 
Without a cover and with a masthead, Issued at stated and 
frequent Intervals (usually dally or weekly ) which reports 

, events and discusses topics of current Interest, and Is usually 

a "primary source" of Information to Its readers. (5, 8) 

" Serial service : A serial publication which Is revised, accumu- 
lated, or Indexed by means of new or replacement pages. (12) 
Include loose-leaf services. 

~ Other ser ial : Any serial publication not defined or Identified 
above. 

• Other print material: Any material utilizing the print medium not 
Identified or defined above. Where appropriate, this category 
may be refined to reflect the following categories: 

" Pamphlet (not 1p vertical file)- An Independent publication 
consisting of a few leaves -*tff printed material fastened to- 
gether, but not bound. Usually enclosed In paper covers. 
Includes leaflet. (5) 

- Vertical file material : Those Items such as pamphlets and 
cTTppTngT which are filed vertically In drawers for ready 
reference. (5)* 

- Other print material : Any material In print not listed and 
defined above. Include here rail and air schedules and other 
nonserlal print materials of short-term relevance. 

2. Microform : Any materials, film or paper, printed or photographic, 
containing microimages which are' units of information, such as a 
page of text or [drawing, too small to be read without magnification. 
Includes computer output microform. (17)* Microform should also 
be described In terms of periodicals and other materials formats 
described above. • 

• Aperture card : A data card with a rectangular hole or holes 
specifically prepared for mounting and insertion therein of 
microfilm. (17)* 

Microfiche : A sheet of mlcrofllip containing microimages In a grid 
pattern. This category Includes ultramlcroflche or ultrafiche. 
(17)* 

• Microfilm : A fine-grain, high-resolution film containing an 1m«^e 
greatly reduced In size from tt^e original (17), and usually stored 
on a reel . ' ' v 

223 ' • 
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MATERIALS FORMAT (continued) 
2* Microform (continued) 

• Oth er microfoHn material : Any microform material not listed and 
defined above, (17) * 

3. Audlorecording' .' Material on which sound? (only) are stored and can 
be reproduced (played back) mechanically and/or electronically. 
(17) Included are: V 

X 

• Audlocard : A thin card with a strip of 1/4 Inch audiotape across 
the bottom of Its width (usually 12 Inches or less). The Sounds 
recorded on tape are usually 10 seconds or less In length. Space 
Is provided above the audiotape for pictures or words. (17) 

t Audlodis c: A disc, usually of vinyl, In which Is Impressed a con- 
tinuous Tine spiral groove. As the audlodisc revolves, it causes 
a stylus to vibrate and produce electrical signals which are 
converted to sound. (Also called phonograph record, phonodisc, 
sound recording, phonorecord, and variants of these terms.) (17) 

• Audiopage: A specially-prepared page' or sheet backed with magnetic 
oxide (similar to that on audiotape) containing an audiorecording. 
An audiopage requires special playback equipment and is not the 
same as an audlocard. (17) 

• Audiotape : A strip of magnetic tape on one side of which electri- 
cal signals are recorded which can be converted to reproduce 
sound. While audiotape ranges in size from 150 mils to 1 inch, 
the most common size in Instructional applications is 150 itiils 
(in cassettes) and 1/4 inch (reels). This category includes 
audiotape reels, cassettes, and cartridges. (17) 

• Othqr audiorecording ; Any audiorecording not listed and defined 
above, including dictation/transcription belts, which make up 
the library's col.lection, 

4. Computer material : Material intended for use with thfe computer, 
either as input or output, which has data recorded oh it In some 
form. Does not Include computer output microfilm. (17) For 
reporting purposes, exclude computer material which is solely 
Intended as part of the support systems of the library (e.g., 
catalog card production). Include only material for' use by the 
library's user group. 

• Computer printout : The printed output of a computer usually on 
a continuous sheet of paper. Specifically designed forms for 
printing Information with a computer printer are also recorded 
here. (17) 

• Magnetic storage : Data stored on magnetic tape, disc, cassette, 

or other magnetic data storage medium. Each physical piece should 
be counted as one. oo 
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MATERIALS FORMAT (continued) 
^- CompjJter (continued) 

• Other- C9ny)uter material i Any recorded computer material not 
TTsteTand defined al(^ove, including card decks. 

5. Electronic dis play material : Material on which signals are*recorded 
Tor use througn electronic "display on a cathode ray tube» usually 
teTevisfon. The recorded signal is for reproduction of pictures 
usually accompanied by sound. Does no,t include recorded materials 
fori^computer output on a tathode ray tu^. (17) 

• Vtf^odisc : A disc on which are recorded video 'and/or audio signals 

. for television use. A videodisc requires a video-player compatible 
with the videodisc. (17) 

• Vid eotape : A magnetic tape on which video and audio signals are 
recorded~for t^visij^n use. The tape varies from 1/2 to 2 

"" inches in width and from 0.5 to 1.5 mils in thickness. The most 
common sizes for instructional use are 1/2, 3/4, and 1 inch wide. 
Videotape may be on an open reel or in a cartridge or cassette. 

• Other electroni c display material : Any recorded material for elec- 
tronic display not listed and defi ned above . (17) 

6. Projected or magnified material : Recorded visual material which is 
Intended to be enlarged, magnified, or projected for use. Some of 
the materials are accompanied by sound. (17) 

• Filmstrip or filmstrip set: A length of film that presents a 
sequence of related still pictures for projection one at a time. 
Most filmstrlps are on 35 mm film but some are 16 mm or smaller. 

A filmstrip is single- fram e if the horizontal axis of the pictures 
is perpendiculaF to the sprocket holes; it is double-frame if the 
horizontal axis of the pictures is parallel to the sprocket holes. 
* It may or may not have provision for sound accompaniment (e;g., 

accompanied by a cassette or record). Includes sound filmstrlps 
(also called strip-films) and filmstrip set. (17)* 

« 

• Hologram : A material which presents the illusion of three dlmen- 
sions, complete with parralax. A hologram Is created by a 
photographic technique utilizing a laser. (17) 

• Motion jJicture film : A flexible, usually transparent material 
with or without a>magnet1c or optical sound track, bearing a 
sequence of images which create the illusion of movement when 
projected in rapid succession (usually 18 or 24 frames per sec- 
ond). Common film sizes in use are 16 mm, 8 mm, and single/super 
8 mm. (17)* Include here film loops. 

f Overhead transparency ; An image on a transparent sheet of material 
Intended for use with an overhead projector or light box. (17) 

22 7 ■ . 
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MATERIALS FORMAT (continued) 

• Slide : A transparent image on film or glass (usually photographic) 
Intended for use with a slide projector or micrpscope. May be 
accompanied by audiotape or cassette. (17)* 

• S tereograph : A pair of opaque or transparent images (usually 
photographic) intended to produce a three-dimensional effect 
when viewed with stereoscopic equipment. (17) 

y 

• Other pro.^ected or magnified material : Any other projected or 
magnified liaterlal not lIsteTand defined above. 

7. Pictorial representation: Two-dimensional material with pictorial 
TnTbrmati on which "Joes not require special equipment or magnifica- 
tion for use. (17)* Where applicable, this category may be refined 
to specify: 

• Atlas: A volume of maps, plates, engravinqs, tables, etc. with 
or without a descriptive letterpr^ess. (1) 

• Chart: An opaque sheet exhibiting information in graphic or tab- 
uTar form, or by use of contours, shapes, or figures. Does not 
include navigational charts, which are classified with maps-. (17) 

• Map- ^ representation, usually on a flat surface, of the earth 
or the heavens. (17) 

• Picture : A representation made on opaque materials by drawing, 
painting, photography^ or other graphic art techniques. (17) 
Included in this category are art prints, study prints, and 

; photographs i s * ' 

• Other pictorial representat ion: Any pictorial material not Included 
above. 

8 Thre e-dimensional material : Material which is most easily classified 
Vn terms o^ Us three- dimensional aspects. (17) Included in this 
category are: 

t Diorama: A three-dimensional representation of a scene. (17) 

• Exhibit : A collection of objects and materials arranged in a 
setting to convey a unified idea. (17) 

• Globe: A sphere upon which is depicted a map of the earth or the 



heavens , showi 



ig el-ements In their proper relationships. (17) 



• Mock-up : A representation of a real device or process whose essen- 
.tiaf elements (nay be modified and emphasized for specific training 
and analysis. 



^ ^ ' 1 22s 
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MATERIALS FORMAT (continued) 
8- Three-dimensional materi al (continued) 

• Model ; - A three-dimensional representation of a real thing, pro- 
duded 1 n the exact size of the original, or on a smaller or 
larger scale. Include In this category sculptural reproductions. 
(17)* 

• Real la: Tangible objects, real Items (as opposed to representations 
or models) as they are without alteration. I-nclude In this cate- 
gory specimens. (17)* [\ 

• Simulation material : Material developed specifically to Imitate 
a real situation and which provides participants with role-playing 
experiences through a set of allowable actions and a specially 
created framework within which the actions take place. (17) 

• 0 the r t h ree - d 1 me n s 1 o na 1 material: Any three-dimensional material 
not listed and definecl above7~Tnclude in this category games 
and toys. 

9. Other materfals f ormat: Any ftnit of material held in the library 
collection which is not listed and defined above. This category 
includes: 

• Brail le materia l: Library, material for the visually handicapped 
usTngT system of raised dots representing letters and numerals. 
(5) 

• Kit: A collection of materials in more than one medium or more 
than one category of medium that is subject related and Intended 

. «• for use as an instructional unit (e.g., book bags, and SRA kits). 
Exclude sound filmstrip, slide/audiotape, and filmstrip set, 
which are defined above, unjess they are accompanied by materials 
• in other formats. 

• Manuscript : The handwritten or typewritten copy of an author's 
work before it is printed. (1)* 

• Score : The written or printed form of a musical work in which 
the music for participating voice and/or instruments appears on 
one staff or on two or more staves, one above the other. Cl)* 

• Other ' 



MATERIALS ORGANIZATION AND CONTROL SERVICES: See Technical services under 
PROGRAMMATIC ACTIVITIES. 

MEDIA CENTER: See LEARNING RESOURCE CENTER and/or SCHOOL LIBRARY/MEDIA 
CENTER. 

MEDIA DISTRIBUTION SERVICES: See Circulation services under PROGRAMMATIC 
ACTIVniES. / 
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MEDIA PROrtSSIONAL: See Sp ec i a n s t/ H b rary p r o f es s i ona 1 under PERSONNEL 
RESOURCE CATEGORIES. 

MEDIA TECHNICIAN: See Technical enoloyee under PERSONNEL RESOURCE CATE- 
GORIES. 

MEDIAMOBILE: See SERVICE OUTLET. . • 
MEDIAMOBILE STOP: See Media mobile under ^ERVICf OUTLET. 
MICROFICHE: See Micrpforn] uhder MATERIALS FORMAT. 
MICROFRM: See Microform under MATERIALS FORMAT. 
MICROFILM CATALOG: See CATALOG. 
MICROFORM: See MATERIALS FORMAT. 

MICROFORM READER OR READER/PRINTER: See Projecting or magnifying device 
under EQUIPMENT TYPES. 

MIDDLE SCHOOL: See SCHOOL. 

MINIMUM ADMISSIONS REQUIREMENT: The usuat minimum requirement for admission 
to the institution or school (of wTiich the library is a part) as a regu- 
lar student in the lowest education program or grade offered by the in- 
stitution or school. Disregard admissions to special programs, exceptional 
status, or other circumstances that dp not conform to the typical ly en- 
forced admissions policy. The following categories apply: 

For academic institutions 

1 . Only the ability to prof it from attendance ' 

2, High school graduation or reco gn ized equ ivalent * 

.3. High school graduation, plus an indication of superior ac^emic 
apibitude (class standing, grades^ curriculum, particular sc hooT, 
test scores, etc. 7 

4. Two-year college graduation 

5. Four-year college graduation 
^. Other minimum admissions r equirements 
For schools 

1 . Location of residence 

2. Age 

3. Grade or year standing 

4. Successful completion of entrance examination or other test 

230 
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MINIMUM ADMISSIONS REQUIREMENT (continued) 
For schools (cont1nuq<H 

5. Aehlevement In school wo rk 

6. Special ability, apt itude, or Interest 

7. Special need 

8. Court conwltment 

— fi- — ■ — »■ — " "•• — 

9. Current employment . , 

10. Employabillty /f 

11. Other requlretnent 

12. No requirement 

MOCK-UP: See Three-dimensional material under MATERIALS FORMAT. 
MODEL: See Three-dimensional material under MATERIALS FORMAT. 

— ' • "- " *■ f — " — -^^ ■ — ' — 

MONGRAPH: A treatise on a particular subject, usually detailed in treat- 
ment. It is generally a book or pamphlet, bwt need not be bibl iographhy 
independent. (5)* 

MOTION PICTURE FILM: See Projec ted or magnified ma terial under MATERIALS 
FORMAT. 

MOTION PICTURE PROJECTOR: See Projecting or magnifying device under 
EQUIPMENT TYPES. " . . 

MULTI -CAMPUS SYSTEM: See Campus in a m ifltr-campus system under ACADEMIC 
REPORTING-UNIT STRUCTURrT"^ 

MUSIC SCORE: See Score under MATERIALS FORMAT. 
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NATIONAL UNION OTALOG: See Derived catalogVog under CATALOGING ACTI\)lTY. 

NET ASSIGNABLE AREA: See ASSIGNABLE SQUARE FE^T (ASF). 

NETWORK: See CONSORTIUM, NETWORK, ^AND/OR COOPERAXIVE ENDEAVOR. 

NEW LIBRARY; A library which is- either (1) in the process of being de- 
veloped, and whiq^ Is not yet open to the public, or (2) a library which 
meets and has met^srlnce its inception both the following criteria: 
(a) a materials expenditure budget which exceeds its staffing expendi- 
ture budget; and (b) a volume of acquisition during the current report- 
ing year which exceeds the volume holdings of thfc library at the end . 
of the last reporting year. (21)* 

NEWSPAPER: See PrlrLt_„l£r PJ: j n ted^^^^ under MATERIALS FORMAT. 

NONCIRCULATED VOLUMES RESHELVED: Library volwiies removed from the library 
. shelf by a library user not for the purposes of circulation. Normally 
these volumes are left on tables or in other library jujeas, at which 
time library pages may return them to the appropriatef^catlon on the 
shelves. Cir^cuUted materials which have been returned for discharge 
and reshelving should not be included in this Category. 

NONDEGREE-NONDIPLOMA/NONCERTIFICATE STUDENT: See ACADEMIC STUDENT LEVEL. 

NONEXEMPT. EMPLOYEE: An employee whose conditions of employment and com- 
pensation are subject to the provisions of the Fair Labor Standards ^ 
Act of 1938 as amended. This category typically includes technical 
employees, clerical /office employees, and service employees. See also 
EXEMPT EMPLOYEE, and/or PERSONNEL RESOURCE CATEGORIES. * 

NONFICTION: This category includei material of which content ^s factual, 
or interpretation of fact. SuCh material includes (but is not exclusive 
to) autobiographies, technical reports, essays, etc. in which events, 
characters, and content are wholly based on fact. See also FICTION. 

NONPRINT COLLECTiefi: See COLLECTION ^ATEGORIES. \ 

NONPRINT MATERIAL: Material which does hot meet the definition of print 
or print facsimile, and which is not textual in nature. Some require 
special equipment in order to be seen and/or heard (including motion 
pictures, audiorecordlngs, filmstrips, sTtdes, and overhead transparen- 
cies). Others do not require the use of Special equipment. in order to 
be seen and/or heard (for example, flat pittureS, study prints, maps, 
charts, and games). Nonprint material on loan to the library should 
not be included. Audiorecordings, computer ir^iterials, electronic, 
display materials, projected or magnified materials, pictorial materials 
three-dimensiqnal materials, and nonprint kits are all considered non- 
print materials. E/xclude from this category microform, which should 
be categorized as print facsimile. See also MATERIALS FORMAT. 

NUMERIC DATA BASE: See DATA BASE. 

^ o *^ ' 
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OBJEC™f EXPENDITURE: See EXP^DITURE CATEGORIES AND TJUUiSfERS. ?j / 
/DBLIgATjpN: See Uabilltles under FINANCIAL RESOURCES. ^ ^ 'i 

"OFF-SIT^ STORAGfr^^GOLLECTION: See COLLECTION CATEGORIES. 

OFF-SITE STORAGE fACIIITY: See Support l|b-Hty un^Jer ROOM USE CATiiaORIES, 

OFFICE/CLERICAL EMPLOYEE^ See PERSpflNEL RESOURCE CATEGOj^IES. 

OFFICE FACILITY: Se^ ROOM USE CATEGORIES, 

OFFICIAL DIRECTOR OF THE LEGAL ENTITY OF illllCH Tjlfe LlBRAftif. IS A PART: 
See PUBLIC LIBRARY GOVERNING BODY. ' 

' * , ^ - - - . ■ ^ 

V ONLINE COMPUTER CATALOG :..See-CATALOG . ' ^ :Jk ' 

ONLINE DATA BASE:" See DATA BASE, . / ^ \^ 

A. ■ 

. ONLINE REFERENCE SEARCH: See DATA BASE and/or Bibliograph ic d^ta base 
literature search under. INFORMATION CONTACT. ' ^ . 

OPEN STACK/READING ROOM: See Study facility under RO^ USE CATEGORIES. 

OPERATING EXPENDITURES: See Program expenditures (dfrect costs) under 
EXPENDITURE CATEGORIES AND TRANSFERS. ^ 

ORDER CARD: One form "for recording iniirniation used in ordering library 
materials. Order cards may be manually or automatically produced, 
manually or automatically stored. Also called Ibrder request^ card iORC). 

, OPOERING SERVICES: See Materials acquisition servid^g under PROGRAMMATIC 
/^.ACTIVITIES. '~' ^ 

ORQANIZJjJieN CODE: See LIBRARY IDENTIFIERS. 

ORGANIZATION CONTROL: See LEGAL CONTROL. , 

ORIGINAL CATALOGING: See CATALOGING ACTIVITY. 

ORIGINAL. FORMAT t\See' Filled request under INTERLIBRARY LOAN LENDING 
ACTIVITY. .r 

" ' ■ \ ' » ■ 

OUTCOME MEASURES: See PROGRAM MEASURER. 

OUTPUT, DEVICE: See^ Gomput i er device under EQUIPMENT TYPES.* 
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OVERHEAD TRANSPARE|<CY : S^ P>>bjected or magni fied, material under MATERIALS 
FORMAT. ' ' 



PAGE: See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES. 

PAMPHLET: See Other print- material under MATERIAtS FORMAT. 

PARAPROFESSIO;<AL: See Tegtov^eyr employee under PERSONNEL RESOUIKE CATE- 
GORIES. 

PARENT ORGANIZATION/INSTITUTION: the agency, corporate body, or Institu- 
' tlon of which the reporting; library Is a part. 

PART-TIME COUNTS: See ACADEMIC STUDEtJJ COUNTS i^nd/or EMPLOYEE COUNTS. 
PATrtON: See USER GROUP. 

PERFORMANCE MEASURES: See PROGRAM MEASURES. 

PERIODIC^: See Pri nt (or, printed) materllil under MATERIALS FORMAT. 

PERSON TIME: See Activity measures under PROGRAM MEASURES. 

PERSONNEL CONDITIONS OF EMPLOYMENT: Includes Information about the ap;)o1nt- 
ment, status, and other terms relating to an Individual's employment at 
the- library. Types of information included are: 

1. Personnel resource category : The appropriate category In which the 
employee is considered given the responsibilities and duties of 
his or her position. See also PERSONNEL RESOURCE CATEGORIES. 

2. Compensation : Includes salary, fringe benefits, and source of 
compensation (e.g. , Federal funds). 

3. Teryi df appointment : The type of appointment and related Informa- 
tlon regarding the Individual's position. This Includes tenure 
status r length of appointment, and other terms related to the 
Individual's position. 

4. Employee status : The^Tull^time or part-time status of the position 
held by the individual . - 

PERSONNEL IDENTIFIERS/TRAITS: Individual attributes of library employees. 
Specif tc identifiers/traits Include: 

1. Individual Identification : Th6 name, address, employee identifica- 
tion number, title, social security number, and so forth that are 
unique to the individual. y 

2. Age 

3. Sex 
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PERSONNEL IDENTIFIERS/TRAITS (continued) 

•>■ , 

5. Handicap category 

6. Educational attainment 

7. Professional affiliations or appointments : Memberships, appointed 
positions, and so forth, which are pertinent to the employee and 
his or her relationship with the library or library profession. 

PERSONNEL MEASURES: See PROGRAM MEASURES. 

PERSONNEL RESOURCE CATEGORIES: Categories of employees representing dif- ^. 
ferent kinds of perscmnel resources available to the library. The 
foUowinti categories provide for the classification of personnel re- 
sources and refer to both paid employees and«*Volunteers. (Volunteers p 
should be categorized according to the type of activity which they 
conduct.)' Personnel are primarily categorized by'functions and re- 
sponsibilities, rather than educational background, experience, or 
other qualifications. See also EMPLOYEE, EMPLOYEE COUNTS, CONTRIBUTED 
(VOLUNTEER) SERVICES, RESEARCH/ INSTRUCTION EMPLOYEE, Classroom Teacher 
under SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or STUDENT ASSISTANT 

Executive/admini strati ve/managerial professional : Includes .employees 
who exercise primary responslBility for management of the library, 
or a customarily recognized subdivision and who devote no more 
than 20 percent af their work week to Fair Labor Standards Act 
(FLSA) nonexempt iork (if the library is covered by FLSA). Assign- 
ments may require the performance of work directly related to 
management, policies or general business operations of the library 
- or the performance or^ftuictions in the administration of a depart- 
ment. Titles of such employees Include head librarian, library 
director, assistant director, department head^ chief librarian, 
and so forth. . 

2. Specialist/library professional : Includes employees who are given 
assignments requiring knowledge of an advanced type in a field of 
science or learning or original and creative work in an artistic 
field. Typically, no more than 20 percent of the work week is 
devoted to FLSA nonexempt work (if the library is covered by y.SA). 
This category has a number of features in common with the previous 
classification. Persons in these two categories^ conventionally 
are drawn from the same or similar education, training, experience, 
and vocational backgrounds. ' Specialist/library professionals are 
distinguished from the preceding category in that their primary 
activity is practice in their particular field rather than admin- 
istration. 

Within the library, the majority of professional staff would 
typically fall within specialist/library professional categories. 
Divisions of special 1st/ library professional appropriate to the 
library are: 
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PERSONMEL RESOURCE C^TEtSDRIES (cortt^hued) 

2. Specialist/library professional (continued) 

V 

• LI brarl (in : An exempt or professional employee who hjis met the 
requirements for employment by a given state for the classifi- 
cation of certified librarian, and who typically Is employed In 
library science functions, such as cataloging, reference, etc. 
Librarians who' are also subject specialists are Included In this 
category. (5)* Exclude from this category head librarians,' 
library directors, and others who function largely as adminis- 
trators rather than librarians. 

, t Medija professional : An exempt or professional employee who has 
been trained In educational media and their utilization and Is 
professionally recognized as a media specialist or media geheral- 
1st, and who typically Is^mployed In media-related library 
services, such as curriculum development. Instruction, product16n, 
processing media, and organizing. and accessing media holdings. 

• Subject s pecialist; An exempt or professional employee who has 
academic preparation In a subject field or language, usually 
beyond a Bachelor's degree, and is employed in collection devel- 
opment, specialized reference services and/or bibliographic 
services in his/her field. Librarians who are subject specialists 
are Included under Librarian above. 

t -Other professional : An exempt or professional employee who, though 
not a librarian or media professional, is in a position normally 
requiring at least a Bachelor's degree (e.g., curators, archivists, 
computer specialists, information and system specialists). (18)* 

3. Technical employee : Includes employees who exercise specialized 
knowledge and skills of the type normally acquired in post secondary 
education programs that do not lead to a Bachelor's degree, but 
that do lead to recognition of completion of a planned and sequen- 
tial program. While these skills normally are acquired in formal 
education programs, incumbents may have acquired them through ex- 
perience also. This category is restricted to FLSA nonexempt 
employees (if the library is covered by FLSA). Also called para- 
professionals. Divisions of technical employees appropriate to 
library' employees Include: 

19 Library technician : Skilled .nonexempt or parapmfessional employee 
who, by virtue of training or education, perfom^ technical tasks 
such as preliminary bibliographic searching, serials processing, 
and limited cataloging. Also cabled library assistant, library 
paraprofesslonaV, and library technical assistant. 

t Media technician : Skilled nonexempt or paraprofessional employee 
who» by virtue of training or education, performs technical tasks 
associated with media, such as graphics production and display, 
lirformatlon and materials (Jrocessing, photographic production, 
operation and maintenance of "audiovisual Equipment, or television 
iqulpmnt, and installation of systems components. (15)* 

^ ^ . 23o 
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PERSONNEL RESOURCE CATEGORIESMconti nued ) 
3. Technical employee (continued) 

• Other technician : Other skilled nonexempt or parajirgfesslonal 
employees of the llbrary'such as computer operators* bookkeepers* 
etc. - 

4.. Office/clerical employee ; Includes employees who perform clerical 
and secretarial duties. Office/clerical employees In the library 
may be defined as: 

0 Secretarial/clerical emp loyee: Nonexempt employees normally per- 
forming activities concerned with preparing, transferring, trans- 
cribing, systematizing, or filing written communication. (16)* 
Such employees may also assist in technical activities. 

• Page/student assistant/shelver : Nonexempt employee normally 
conducting either clerical or support tasks such as reshelving, 
card production, etc., and who typically receives a wage. 

5. Se rvice employee : Includes employees assigned to activities requiring 
only a limited amount of previously acquired skills and knowledge. 
It includes such employees as custodians, groundskeepers , security 
guards, food service employees, drivers, messengers, and so forth. 
Only employees paid directly from the library's payroll should be 
considered. 

PHONODISC: See Audiodisc under MATERIALS FORMAT. 
PHONOGRAPH RECORD: See Audiodisc under MATERIALS FORMAT. 
PHOTOGRAPHIC DEVICE: See EQUIPMENT TYPES. 

PHYSICAL PLANT: See Assets under FINANCIAL RESOURCES and/or Plant and 
^logistical services under PROGRAMMATIC ACTIVITIES. 

PHYSICAL PROCESSING: Activities related to the preparation of an item for 
the shelf including jacketing, affixing labels, pockets, and necessary 
stamps. This process may also Include accessioning. 

PHYSICAL PROCESSING SERVICES: See Collection maintenanc e services under 
PROGRAMMATIC ACTIVITIES. 

PHYSICAL UNIT: See COLLECTION COUNTS. 

(Notorial representation: see materials format. 

PICTURE: See Pictorial representation under MATERIALS FORMAT. 
PLANT ASSETS: See Assets under FINANCIAL RESOURCES. 

f 

PLANT MAINTENANCE: See Logistical and physical plant operations under 
PROGRAMMATIC ACTIVITIES. 

ERIC ' ZTH 



} 
•1 



-232- 



PLEDGES RECEIVABLE: S«e AssoU under FINANCIAL RESOURCES. 

PRECATALOGED MATERIAL^ See Derived cataloging under CATALOGING ACTIVITY. 

PREDOMINANT CALENDAR SYSTEM: The method by which the Institution or school 
structures most of Its courses or programs for the calendar year. See 
also ACADEMIC YEAR and/or SCHOOL YEAR. The following systems are typical 
of both academic and school institutions: 

^* Single term : A regular school term containing no major subdivisions 
of time. 

2« Quarter : The quarter calendar consists of three quarters with about 
twelve weeks for each quarter of instruction. There may be an addi- 
tional quarter in the summer; 

3. Semester : The semester calendar consists of two senses ters during the 
typical academic or school year with about sixteen weeks for each 
semester of instruction. There may be an additional summer session. 

4. Trimester : The trimester calendar is composed of three terms with 
about fifteen weeks for each term of instruction. 

5. 4-1-4 plan: The 4-1-4 caTendar is composed of four courses taken for 
four months , one course taken for one month, and four courses taken 
for four months. There may be an additional summer session. 

6. Other division : A calendar divided into other than the above-noted 
periods ^ 

PREPARATION: See Physical processing services under PROGRAMMATIC ACTIVI- 
TIES. 

PRESERVATION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY. 

PRIMARY SERVICE AREA: See PUBLIC LIBRARY PRIMARY SERVJCE AREA. 

PRINT AND PRINT FACSIMILE: Materials which originate from print or printed 
materials and which are considered textual in nature. Included in this 
category are books, periodicals, newspapers. Also Included are printed 
materials which, have been reproduced on microform. Other mediums such 
as audiovisual materials, nonprlnt kits, maps, and three-dimensional 
materials are excluded. See also MATERIALS FORMAT and/or NONPRINT 
MATERIALS. 

PRINT (OR PRINTED) MATERIALS: See MATERIALS FORMAT. 

PRINTER/COPIER/DUPLICATOR: ^ee Graphic or reproduction device under 
" EQUIPMENT TYPES. 

PRINTOUT: See Computer printout under MATERIALS FORMAT. 

PRIVATE GIFTS. GRANTS, AND CONTRACTS: See CONTRIBUTED MATERIALS and/or 
CURRENT-FUND REVENUE CATEGORIES. ^ ^ 
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PR0CESSIN6: See PHYSICAL PROCESSING. 

... : . , . - V .... 

PRODUCTIVITY: See Performance measures under PROGRAM MEASURES. 

PROFESSIONAL DEGREE: See First profes sional degree, under HIGHEST DEGREE 
OFFERED/OBTAINED. 

« 

PROFESSIONAL DIVISION: See Graduate/professional division under ACADEMIC 
COURSE LEVEL. ' ""^ 

PROFESSIONAL STAFF: See PERSONNEL RESOURCE CATEGORIES. 

PROGRAM MEASURES: The data and data combinations whiah describe and evalur 
ate the programmatic activities of the library. Categories of program 
measures include; 

1. Financial mejfsures : The income sources, levels of income, and expeili- 
ditures associated with a program. See also CURRENT-FUND REVENUE 
CATEGORIES and/or Program expendi ture s (direct costs) under EXPEN- 
DITURE CATEGORIES AND TRANSFERS. 

2. Personnel measures : The types, levels, numbers, and service months 
of personnel associated with a program. See also EMPLOYEE COUNTS 
and/or PERSONNEL RESOURCE CATEGORIES. 

3. Facility measures : The type and area of space associated with a 
program, along with the equipment and types of facilities devoted 
to, or accessed by, a program. See also EQUIPMENT TYPES and/or 
ROOM USE- CATEGORIES. 

4. Activity measure s: Descriptors ahd quantitative .assessment of the 
types of tasksT^unctions, or transactions conducted with any of 
the programmatic activities.^ Specifically the type and quantity 
of services, products, or output generated by a program. Measures 
of activity vary with the types of activity under examination. 
Generally, the following types of measures are appropriate: 

• Number of transactions : The sum of similar discrete activities 
or transactions conducted within the program, e.g., number of 
circulation transactions. , 

• Transaction duration : The time in which one or more employees are 
involved in the processing of a transaction. This is distinguished 
from person time where the time of each employee would be consid* 
ered, and distinguished from lag time where both transaction dura- 
tion and waiting time would be considered. Typically, transaction 
duration is most appropriate for short-term transactions, e.g., 
directional ^transactions. 

• Lag time : Lag time of a transaction is considered to be the elapsed 
time (-tn minutes, hours, or days) from the inception of the trans- 
action to the completion of the transaction. An example would 

be the time an item is in cataloging, from receipt to completion 
of fInaT cataloging. Include time in wh<ch no effort is expended 
on the transaction, but in which the transaction is still uncom- 
pleted (e.g. waiting timej. .23^ 
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PROGRAM MEASURES (continued) 

4. Activity rwA$ur»$ (contlnutd) 

• Activity rate ; The number of transactions processed during a 
specific time frame, e.g., circulation transactions per hour. 

. This measure Is based on actual or observed, rather than capa- 
city, rate. 

e Person time : The employee time devoted to the transaction or 
activity. Only that time In whicb the enpjoy** .1|s acltvjilly 
working on t'he transaction or activity snould be considered. 
If two or more employees are Involved simultaneously on the 
same transaction or activity, the time of each should be con- 
sidered. I 

e Labor cost ; The compensation (salary andf fringe benefits) expended 
on processing the transaction, or conducting the activity based 
upon the person time and the individual /employees of the library 
Involved in processing the transaction or conducting the activity. 

I 

5. User measures ; The type and level of usft Uade of the program, and 
the type of user who benefits from the activity of a program. 

6. Performance measures : The degree to which a program meets its 
measurable object. ^Criteria of 1mportanc|e in the consideration 
6f performance are: 

e Pol 1 cy ef fee 1 1 veness ; The degree to which policies maintained or 
enforced by the library meet the objectfves of those policies, 
and contribute to the overall performancle of the library. 

e Resource ef f ecti veness : The degree to which the library is able 
to obtain necessary resources in order to conduct and Improve 
the operations of the library and meet the objectives of the 
program. 

e Work environment/staff morale : The degree to which the working 
environment and factors contributing to staff morale and general 
well-being are sufficient to produce an atmosphere in which staff 
productivity and programs are benefited. 

• Staff competence ; The degree to which the education, experience, 
work habits, and attitudes of employees contribute to the overall 
goals of the library and individual objectives of the program; 
and the degree to which these personnel resources are well dis- 
tributed across the programs of the library. 

e Operations effectiveness : The degree to which the operations of 
the library and the activities of the program contribute to the 
goals and objectives of the library and to the satisfaction of 
the librfliry user. 

• Productivity : The levels of activity produced for th<s resources 
invested or expended in the program. 
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..PR06RAM MEASURES (cQOtlnufid) _ ' 

6. Performance medsures (continued) 

• Timeliness : The relative length of time, lag time, or transaction 
duration of activities, and the degree to which these contribute 
to overall attainment of the objectives of the program and to the 
satisfaction of the library user. 



• Accuracy : The relative accuracy of activities, records, and trans- 
actions, as this accuracy contributes to the objectives of the 
program and to the satisfaction of the library user. 

7. Outcome measures ; The impact (s) or result(s) of a program or the 
activities of a program upon the user, the environment, or the 
resources of the library. 

PROGRAMMATIC ACTIVITIES: A set of activities undertaken for a particular 
purpose(s) requiring a set of resources to accomplish a desired outcome(s). 
Major categories of programmatic activities are: 

1. Cultural ^ educational, and information services : Those activities 
related to the provision of information either formally through 
instruction or upon request by the library's clientele. Included 
^ in this category are reference services, directional services, 
research and analysis, community referral, outreach programs, and 
other activities related to the provision, enhancement, or inter-, 
pretation of information. 

A further refinement of cultural, educational, and information ser- 
vices that may be appropriate for so(ne libraries includes the 
fol lowing: 

• Informati on services: Those activities related to the provision 
of services and aids for the identification and location of docu- 
ments and information requested by the library's clientele. In- 
cluded in this category are online reference services, selective 
dissemination of information, processing reference and information 
queries, maintenance of reference collections, production of 
bibliographies for specific subjects, information packaging 
full-text retrieval, directional and community referral services, 
research and analysis, cl ient-in-sftuation, advocacy activity, ^ 
and indexing and abstracting. These services may be further 
subdivided into the following ca,tegories: 

- Machine-assisted reference services : Those activities related 
to computer-based Information services and the associated 
activities including computerized search services. 

- Readers and research advisory services : Those activities related 
to the provision of assistance, consultation, recommendation, 
and direction to users in reading or research, and in the In- 
struction of the library to assist the user in upgrading library 
skills. 
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PROGRAMMATIC ACTIVITIES (continued) 
1. Cultural, educational, and Inf ormation services (continued) 

• Informati on servi ces (continued) 

- Referral services : Those services related to the provision of 
Information about the community, comnunlty activities, and com- 
munity services or agencies. Such services typically entail 
the determination of user needs and appropriate agency Infor- 
mation. Also Included In this category are activities related 
to advocacy and counseling. 

- Research, artd analysi s services: The. services devoted to the 
provision and interpretation of information, consolidation and 
analysis of data or information from a variety of sources, and 
independent research. Such activities require extensive Inter- 
pretation, synthesis, and analysis of information from both 
primary and secondary sources. 

- Selective dissemination of informati on services : Activities 
related to the gathering" and distribution of information about 
a specific topic and to a particular audience. Typically, 
such activities are conducted on a regular basis, and are 
directed toward the specific interests or specifications of 
the library's user groups. 

- Other information services : Activities or information services 
not defined above. ' 

• Cultural, recreational, and educational services ; Thoie activities 
carried out for the express purpose of eliciting some measure of 
"educational change" in a learner or group of learners. Included 
in this category are the credit and noncredit courses or programs 
offered by the library, such as\r1ght-,to-read" programs, comnunlty 
awareness programs, film series, children's story hours, and lec- 
tures which may or may not be related to the facilitation of library 
use. Library tours and instruction in the use of the library or 
library materials are Included in this category. Involvement by 
library employees in the teaching process of the parent organiza- 
tion should also be Included here. Media production which supports 
the cultural, recreational, or instructional activities of the 
library are also included. 

Cultural, recreational, and educational services may be further 
subdivided to reflect: 

- General education programs : Those activities carried out for 
the express purpose of eliciting some measure pf educational 
change" in a group of learners, except those activities which 
are Informal In nature. Included In this program are the credit 
and noncredit courses or programs offered by the library in a 
structured learning environment, such as "right-to-read" pro- 
grams, research methodology, and social topical courses. Only 
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PRQGRAMMATIC ACTIVITIES (continued) 

1 . Cultural t educational , and InfQrmatI on services ( con 1 1 nued ) 

• Cultural, recreational, and educational services (continued) 

- General education program s (continued) 

those formal instructional activities conducted by the library, 
or members of the library staff, should be included in this 
category. Other programs, though intended to produce an 
"educational change" in their audience, which are informal, 
unstructured, or not presented as an instructiory^ program 
(e.g., library tours, storybook hours) should b#wategori zed 
\ as special services below\ 

- Cultural even ts/programs: Those activities intended to provide 
intellectual and cultural experiences for the public or the 
library's user group outside of general education programs and 
supplemental to those received as part of a formal instructional 
process. Examples of such events include visiting artist/concert 
series, lecture series, musi<j activities, art 

certs, films, and exhibits. ^ "^"^ 

-Special seryices: Those activities intended to provide cultural, 
educational ,~or recreational experiences for the library's user 
group in noninstru(^tional environments. Such activities include 
library tours, storybook' hours, and other special service pro- 
I k -gtsm, ^ ■ ' • 

- Other cultural, recreational , and edi/cational services: Those 
cul turalT recreational , and educatlo^af activities not identi- 
fied above. 

2. Resource distribution services: Those activities related to the 
provision of library materieOs to the library's clientele and to 
other libraries. Those activities included in this category are 
assistance (or facilitation) in circulation services, reserve ser- 
vices, nonprint or media distribution, inter- and intra-1 ibrary 
loan services, messenger services, and equipment rental and loan 
services. Also included in this category are computer services in 
support of ctrculation and interl ibrary loan. Activities related 
to the control and distribution of library services are included. 
Similar services provided within special collections and at branch 
libraries should also be considered a part of resource distribution. 

A further breakdown of resource distribution that may be appropriate 
for some libraries includes the following: 
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PROGRAMMATIC AOTIVITIES (continued) 

2. Resource distribution services (continued) 

• Circulation jservlces ; Those activities related to the physical 
control and circulation of library materials. Also Included In 
this categpry are lending library resources to direct borrowers 
from general, special, or reserve collections; maintaining loan 
records; monitoring and collecting overdues; renewing materials, 
reshelving materials; equipment rental and loan for use In read- 
ing or viewing library materials; copying services provided to 
users; and media distribution services. 

Circulation services may be additionally refined to reflect the 
following categories of activities: ' ; 

- Equipment distribution services : Those activities related to 
the physical control and circulation of the library's equip- 
ment resources to user groups. Also Included are related 
activities such as maintaining loan records, collection of 
fees (If applicable) and fines related to the distribution 

of equipment, and general control functions related to equip- 
ment distribution. 

- General circulatio n services: Those activities related to the 
physical control and circulation of the library's general 
collection. Also Included are supportive activities of gen- 
eral circulation such as maintaining loan records, monitoring 
and collecting overdues, renewing materials, and reshelving 
materials from the general library collection. 

- Media distribution services : Those activities related to dial 
access for user groups, computer-aided instruction, closed- 
circuit television, the distribution of nonpririt materials 
from the collection, and maintaining appropriate records and 
control of materials in circulation. This category only i;i- 
cludes those activities related to special audiovisual or. 
media distribution centers maintained by the library, and 
should not include those activities considered a part of the 
general circulation services. Include related activities such 
as storage, scheduling, delivery, maintenance, and inventory 
control . 

- Reserve services : Activities related to the physical control 
and circulation of materials from the library reserve col- 
lection. Also included are supportive activities ^uch as 
developing reserve lists, removing reserve materials from the 
general collection, maintaining loan records for reserve mate- 
rials, renewing reserve materials, and returning materials 
from reserve collections to the general coll"ect1on when neces- 
sary. ^ 

♦'^ 

- Other circulation services : Those activities related to cir- 
c culation not defined and specified above. 

244 
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PROGRAMMATIC ACTIVITIES (continued) 

2. Resource distribution servic es (continued) 

• Interinstitutional exctfihge and delivery services: Those acti- 
vlties related to the borrowing or lending of materials to otner 
libraries. Specifically included activities are interlibrary 
loan and messenger services, record maintenance and accounting 
activities associated with interlibrary transactions, bulk loans 
to other libraries (excluding branches of the reporting library), 
and photocopying and reproducing .materials for purposes of pro- 
. viding materials to another library in lieu of lending originals. 
Excluded from thi s . c«(.tegory are messenger services employed pri- 
marily for purposes of interbr^nch transactions, which are in- 
cluded in plant and logistical services; and gifts and exchange 
services associa|ted with materials acquisition serviced. 

Interinstitutional exchange. and delivery services may be further 
refined to reflect the following: 

- I nterlib rary loan services: Those activities related to the 
physical control , circulTfi on, and maintenance of related 
records for interlibrary loan lending and borrowing activities. 
Supportive activities such as verification, Interlibrary loan 
switching, location identification, and so forth should be also 
included in this category. 

- Interlibrary del ivery services: Those activities related to 
the delivery of mater iali from one 1 i bra ry to another which 
are unrelated/ 

- Other interihstitutional exchange and delivery services: Any 
interinstitutional exchange and loan services not identified 
nor defined above. 

3. Collection developm ent services : Those activities related to the 
selection of materials* for, the library, the determination and 
coordination of col lection development policy, and the screening 
and evaluation of available materials and user requirements. In- 
cluded in this category are user needs assessment and collection 
use studies, preparation of "want" lists, and weeding. Also in- 
cluded is^, planned coordination between materials and activity of 
the parent organization. 

4. Technical services: Those activities related to the provis4qn of 
materials acquisition, organization, and preparation serv1ce§^>^ 
Included in this category are acquisition services, cataloging, 
periodicals control, binding Services, and computer services in 
su|)port of these functions. 

r 

P 
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PROGRAMMATIC ACTIVITIES (continued) 

4. Technical services (continued) 

A further refinement of technical services that may be appropriate 
for some libraries Includes the following: 

• Materials acquisition services ; Those activities relatecj to ob-' 
talning niaterlals by purchase, exchange, or gift, together ^Ith 
the maintenance of the necessary records of these additions. 
Also Included are those activities related to the Identification 
and verification of orders and titles. (5)* 

Materials acquisition services may be further refined to reflect 
the following: ] 

- Ordering services : T^iose activities related to the purchase 
or acquis! tion^oT items from the publisher or elsewhere pur- 
suant to the request, and the maintenance of related records. 
Supportive activities such as fund accounting, processing 
payments, and cla^ming may also be involved. 

" Searching and verification services: Those activities related 
to determi n1 ng publ IsTieFlincr other information necessary for 
purchase of materials, verification of such information, and 
verification that materials are not in the collection nor on 
order. Such activities may also provide precataloging infor- 
mation. ^ 

■ Other mat erials acquisition services: Any^ activities not ideh- 
tified and defined above. " 

• Materials or ganization and control services : Those activities " 
related to the organization and bibtlographic control of library 
materials. Included in this category are cataloging services,- 
serials check-in, catalog production, catalog maintenance, and 
filing into catalogs. 

MateiTiUls organization and control services may be refined to 
reflect the following: 

- Cataloging services : Those activities related to the classifi- 
cation, description, and preparation of necessary entries for 
the catalog of materials intended for the library collection. 

- Catalog maintenance and production services : The production 
of recordsufor, the catalog, the maintenance (e.g., corrections 

, replacenientsv*etc.) of records in the catalog, and interfiling 
of records into the catalog. 

- Serials control services : Those activities related to the pro- 
cessing and contro'l of serials for the library collection. 
Associated activities may Include the clj^iming of periodicals 
and the preparation of periodicals for binding. 



PROGIRAMMATIC ACTIVITIES (conffnuedV 

4. Technical s^rvlc^es (continued) ^ > 

• Materials organizat ion and control services (continued) 

- Other materials drganization and contrdl services : Any acti- 
' ' vltles not identified and.'defined abOvd. 

• collection maintenance services : Those activities related to the 
ma^intenanci, anc^ preparation of materials for -general library use 
and distriliition. Included in this category are conservation 
activities, physical progressing of materials, and stalck mainte- ^ 
•nai!K:e. Include here media production if materials "are intended 
to augment the. collection. Otherwise, media production- should 

be considered under cultural, recreational, and educational ser- 
vices. . ' , - 

CollectionNnaintenance services may be further refined to reflect 

the following categories of activities: 
■ - . * , ■ 

Collection resources maintenance services : Those activities 
necessary or useful to the preservation of the library's 
collec1:ion. This- category includes binding, mending, preser- 
vation,' and conversion .of the materials in the collection in 
order to ensure continued usefulness. V 

- Physical p feces sing ^ervi^c^: Those activities related to the 
preparation of an item for. the shelf including jacketing, 
affixing labels, pockets, and necessary stamps .^Such activity 
may ajso include accessioning. . -^(r 

Stack maintenance services- : Those activities related to the 
^ -sheJ^ing and control of the collection not in general circu- 
lation. 'Associated acti-vltieg may. include shifting shelves, 
resWi^lvIng 1t§ms into the collection, and shelf reading. 

- Other collection maintenance activitie s :. Any collection mainte- 

mnce activities not Identi fled ^r de/ined above. 

. . V ■ - 

5. Administryitlve se rvices an d ; administrative .support services : Those 
.. activities related to the provision of geneV^l administrative ser- 
vices for th,e operation of thejibrary. Th6s6 specific services 
included in this functional area are- personnel administration and 
coordination; public relations and development, fiscal management, 

. planning, program management, publications, advertisfng, personnel 
development, an<i f^lant and logistical services, Computing support 
for general library activities and administrative furtctions should 
be included in this category. Excluded are those ^computer services 
in-si/pport of information, resource dlstri button, or technical ser- 
vices. , ■ 
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PR06RAMMATIC AcflVITIES (continued) . 

5. Administrative services and administrative support services (continued) 

Refinements appropriate >/i thin this category are: 

• Cdbrdi native and leadership activities : Those activities related 

to the improvement of library resources and to the improvement 
. ^of the organization or entity of which the library is a part. 
'Included In ;this* category are those activities related to long- 
term library development, contribution to the institutional goals 
of the organization of which the library Is a part, and participa- 
tion by the library or library employees In long-range development 
of resources within the library community (e.g., netwprk advisory 
boards, library planning groups, faculty councils, etc.). 

Coordi native and leadership activities may further be refined to 
include the following: 

- Planning and prog ram develop ment: Those activities related to 
the overall library planning ancT design functions carried out 
in support of the parent organization, or the general perfor- 
mance of the library. Include here cooperative planning with 
other librar^ies or with other units. Also included in this 
category is curriculum development, ^ 

- Liaison activities : Those activities conducted to n^aintain or ^' 
enhance relationships with the parent organization, the com- 

Anunity, governmental entities, thf library community in general, 
as well as those activities carried out to support library fund 
raising, and developmerrt efforts. Include also activities in- 
• tended to strengthen the library's relationship with other 
organizations, agencies, or units. 

- Public relations and development : Those activities designed to 
I enhance the library's image to user groups, funders, or the 

parent organization. Include those activities designed to 
communicate general information about the activities, goals, 
and objectives of the library to various audiences. Newsletters, 
nfews releases, public-opinion surveys, ar\d the like should be 
included. 

- Other coordi nativ e a nd lea dership activities: Include here 
coordinative and leadership act1vities"not identified nor de- 
fined above. ■ . / ■ ' 

t Management services : Those activities related to library fis'cal 
operations, Tibrary planning, public relations, and personnel 
administration and development. fAlso included are thorse activities 
which provide Tibrary staff opportunities for incj^asing their 
personal and professional growth and development. Included" 
within this category are staff development program^* in-service 
education programs, professional publishing, and sabbatical 
leaves. ' ^ • m 
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PROGRAMMATIC ACTIVITIES (continued) ^ 
5; Administrative serv ices and administrat ive sup port services (continued) 

• Managemen t services (continued) 

Management services may be further refined to reflect: v 

' - Financial management and operations : This subprogram consists 
of those activities related to the day-to-day financial manage- 
ment and fiscal operations of the library. This Includes con- 
trol and accounting of the library, disbursement of library funds, 
and the fiscal management of contracts and grants held by the 
1 ibr^ary. 

- Health, safety, artd* security services : Those activities related 
to the envirojnmenta> well-being and security of the library, 
library employees, or library users. Such activities include 
police protection, collection security, theft controls, general • 
liability insurance, and the enforcehient of policies regarding 
library use. 

- Personnel services : Those activities related to the recruitment 
^and hiring of library personnel, the administration of employee 
programs, and the development of library personnel. Include 
affirmative action duties, personnel administration, labor 
relations and negotiating activities, staff development acti- 
vities, reojcuiting, administration of insurance and retirement 
programs, and^ maintenance of persbnnel records. 

■ 

- Other manaciement services: Other managefment activities not iden- 
tified nor defined above.. , " 

• Logistical and ph ysical plan t operations: Those activities related 
to the provision of general support activities to t^e library. 
Included are activities relating to building maintenance, custodial 
services, utilities, landscape arid ground maintenance, major re- 
pairs and renovation, construction planning, bookmobile mainte- 
nance, parking, procurement, shipping, and Interbranch messenger 
services. 

Logistical and physical plant operations may be further refined 
to; . 

- Logistical services: Those activities related 'to facilities - 

pi arming, room scHeduTing, space allocation, facilities records, 
procurement of other than library collection materials, trans- 
portation and iDotor-pool services, maintenance of bookmobiles 
and communication services (e.g., mail room services, telephone 
and telegraph services, etc.), and copying services other than ^ 
those services provided to user groups. , 
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PR06RAMMATIC ACTIVITIES (continued) 
5. Administrative services an d admi nistr ative support services (continued) 

• Logistical and physical plant operations (continued,) 

~ Physical plant ope rations; Those activities related to main- 
talnlng the existing grounds and facilities, providing utility 
services, and planning and designing future plant expansions 
and modification. The actual capital expenditures used for 
plant expenditures and modification should not be classified 
in the pr6grammatic classification. 

- PROGRAMMATIC MEASURES: S^ PROGRAM MEASURES. ^ 

PROJECTED OR MAGNIFIED MATERIAL: See MATERIALS FORMAT. 

PROJECTING OR MAGNIFYING DEVICE: See EQUIPMENT TYPES., 

' PUBLIC CATALOG: A list of any format, arranged in an established order 
which records and describes the resources of the library and which is 
generally available to the library's clientele. (5)* Exclude union 
catalogs. . , , ■ ^ ' 

PUBLIC LIBRARY: A library that serves all residents of a given community, 
district, or region, and receives its financial support, in whole or 
part, from public funds. Public libraries make their basic collections 
and basic services available to the primary population served, without 
additional charges to individual users. Products and services beyond ♦ 
the library's basic services may or may not be provided to the public .^^ 
on a. cost-recovery or fee basis. Individual charges'may be assessed 
from library users outside the primary target population of the library. 
In addition to the tax-supported municipal, county, and regional public 
libraries, this "definition includes privately- and Federally-controlled 
libraries which render, without charge, general library services to the 
community. (5)* 

Public libraries may be further categorized by the size of community 
in which they reside: 

1. Public library in an urban community : A public library serving a 
community witn a population of 2»500 or more. For certain purposes, 
these communities may be further categorized into: 

• Urban co mmunity with a popu lation of less than 10,000 
f Urban community with a population of r O,OOe to 24,999 

• Urban community with a population of 25,000 to 49,999 
f Urban community with a population of 50,000 to 99,999 
0 Urban comnunity with a population of 100,000 to 249^999 

Q f Urban cownunitv with a populatio n of 250,000 to 499^999 
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PUBLIC LIBRARY (continued) 

1. Public library In an urban cdtrounUy (continued) 

• Urban conwnunity with a poRuUti on of 500, 000 to 999,999 

• Urb^ coirinunity with >a population of 1,000.000 or more 

2. Public library in a rural \conimiBity ; A public library serving a 
population located on dispersecT farmlands, or in hamlets or villages 
of less than 2,500 persons. A rural conwunity may be further 
characterized as: ' 



• RuraHtarm community 

• Rural -nonfarm community 



PUBLIC LIBRARY PRIMARY SERVICE AREA:' the geographic area, and the residents' 
thereof, for which the library has been established to offer services 
and from which |(or on behalf of which) the library derives Income. 
Typically, this area would correspond to that from which the library 
derives its legal identity. (5)* Square miles of the area of service 
should be inclusive of the area of total population given. 

PUBLIC LIBRARY REPORTING-UNIT STRUCTURE: The entity who directly governs \ 
' ' the library and its policies. Typically, the library reports directly 

to this entity, which has direct line responsibility for the library. 

1. Library board : A group of appointed or elected officials who di- 
rectly oversees the library on a continuous and regular basis. 
Typically, this board's sole function is to oversee public library 
policies. Also known as Library Board of Directors, Board of 

"Trustees, and Board of Library Trustees. Exclude boards which 
^ serve only an advisory role- to the library. 

2. Board or council : A group of appointed or >^ elected officials who 
directly oversees the legal 'entity of which the^library is a part. 
Examples are City Council, Board of Supervisors, the Legislature. 

3. Official director of the legal entity of which .the library is a part : 
The elected or appointed official of the legal entity (i.e, city, 
county, state, etc.) which oversees the policies and activities of 
that legal entity. Examples of these positions are Mayor, Governor, 
City Manager. ^ 

4. Divisional chief : A person who is normally considered a department 
^ chief, division chief, or division director. Examples wtfu Id be 

' Director of Social Services, Secretary of Educatioh, etc. 

5. State library agency : The state organization existing to extend and 
improve library services in the state. ' / 

' * ^ . 6. Federal agency ; An agency funded and controlled by th^, Federal gov- 
ernment. Inlcude here libraries serving as public libraries on 
o military bases and overseas installations. y 
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PUBLIC LIBRARY REPQRTING-UNIT STRUCTURE (continued) 

7. Other reportlng'Unlt structure ; A governing body other than the 
above named or defined entitles. 

PUBLIC LIBRARY TARGET GROUP: The constl tuency iwhom the public library Is 
Intended to serve. Public library target groups can be categorized In 
the following manners: 

1 , Age ranges- 

2. Sex 



3 . Race/ethnic Identification 

4. Handicap category 

.■V A 

5- Language proficiency ' 
6. D1 sadvan tage . status 

7 • Educational attainment'' (of the adult population) 

8. Employment categories (of the adult population) : Employed persons 
are taken to be all civilians 16 years old and over who were either 
(a) "at work"--those who did any work at all* as paid employees or 

In their own business profession, or on their own farm, or who worked 
15 hours or more during the reference week as unpaid wprkers on a 
family farm or in a family business; or (b) were "with Kjob but 
not at work"--those who did not wor^k during the reference week but 
had jobs of business from which they were temporarily absent due to 
. Illness, bad weather, industrial dispute, vacation, or other personal 
^ reasons. Excluded from the employed, are persons whose activity con- 
sisted of work around the house or volunteer work for religious, 
charitable, and similar organizations, Typkally, employe^ persons 
are divided into the following categories: 

• Professional and business workers (includin g managers a nd admtn- 
istrators ) > ' 

• Sales an d service workers 

• Manual workers ' 

• Service and household workers 

9. Family Income : Family Income represents the wages and earnings of 
all lumbers of a family for the previous year. Family Income in- 
cludes gross wages and salaries, net self -employment Income, retire- 
ment Income, public assistance or welfare, and all other inqome. 
Family Income does not Include value of in-kThd Income, withdrawal 
of bank deposits, money borrowed, tax refunds, money received from 
sale of property (unless the individual is in real estate business), 
exchange of money in the same household, gifts. and lump sum inheri-" 
-tances, insurance payments and other lump sum receipts. The data 

/ 
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PUBLIC LIBRARY TARGET GROUP (continued) 

9. Family Income (continued) ^ ^ 

for the 1970 census of family income was based on a sample of 20 
percent of households. The following income ranges are used in 
this handbook: 

• UndeV $1,000 

• $1»000 to $4,999 

• $5,000 to $9,999 

• $10,000 to $14,999 

• $15,000 to $24, 999 

• $25,000 to $ 49,9 99 

• $50,000 and above * 

PUBLIC LIBRARY USEfi DIVISIONS: Collections and related ser^^ces, specifically 
established for^a subset of the library's clientele. These may be based ^ 
^ither upon subject interests or age groupings. The following liser divi- 
sions are based on age groupings. 

1. Adult services : The collection and related services established for 
"adult clVentele, typfca-Vly over the age of 17. 

\ ' . , - • • 

2. Young adiiU services : TJie^ collection and related services established 
especially for (but nb^exclusi-yerto nor inclusive of) persons be- 
tween and including thkages of 14 and 17 years. 

3- Children's services: The Collection and related services es**Blished V 
^ especially "for (but no excrb*+^e to nor inclusive of) persons unijer * 
the age of 14. 

PUBLK LIBRARY USER GROUP: Those persons, either within the library's 
targfet group, or other, who actually use the library's services and 
resources. Types of public libVary user groups correspond tb target 
groups, and may also include other descriptors to accommodate nontarget 
group users. 

PUBLIC SERVICES: See Cultural >_gjucational , and informat ion s^rvices^ and/or 
* Resource distribution under PROGRAMMATIC ACTIVITIES. , 

PUBLISHER'S AND BOOK TRADE LIST: See REFERENCE COLLECTION. 

PURCHASE ORDER: A written, typewritten, or computer-produced order placed 
with a vendor or publisher for materials available for purchase. Infor- 
mation Included on a purchase order usually includes title, author, pub- 
lisher, the standard item identifier (i.e., ISBN or ISSN), a vendor's 
control number, and price. See also APPROVAL PLAN and/or BLANKET PUR- 
o CHASE ORDER. 253 
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RACE/ETHNIC IDENTIFICATION: Categorization of individuals according to 
the race/ethnic categories to which they belong, are regarded the 
coimunlty as belonging, or categorize themselves as belonging. 

> 

This concept of race/ethnic Identification and the following categories 
art those used by the U.S. Office, for Civil Rights, the Equal Employ- 
ment Opportunity Commission, and other Federal agencies In conformity 
with recommendations by the Office of Management and Budget (0MB) Ad 
Hoc Committee on Race/Ethnic Categories in 1976. The categories are 
as follows: 

Hispanic : A person of Mexican. Puerto Rican. Cuban. Central or South 
American, or other Spanish culture or origin, regardless of race. 

2. Nonhispanic. white : A person having origins in any of the originSl 
peoples of Europe. North Africa, or the Middle East. 

3. Nonhispanic, black : A person having origins in any of the black 
racial groups of Africa. 

4. American Indian or Alaskan native : A person having origins in any 
of the original peoples of lllorth America and maintaining cultural 
identificiition through tribal affiliation or community recognition. 

5. Asian or Pacific Islander : A person having origins in any of the 
original peoples of the Far East. Southeast Asia, the Indian Sub- 
continent, or the Pacific Islands. This area includes, for example. 
China. Japan. Korea, the Philippine Islands, and Samoa. 

Non-U. S. citizens are to be reported as follows: . 

t For target group reportjng. nonresident aliens (those individuals 
who have not been admitted to. the United States for permanent . 
residence) are reported only as totals and are not identified by 
race/ethnic categories. 

t For employee reporting, foreign nationals are reported separately 
as well as included with statistics reported for full-time staff 
by occupatiorjal activity and are identified, by race/ethnic" cate- 
gory. 

READER: See Microform reader or reader/printer under EQUIPMENT TYPES. ' 

READER/PRINTER: See Microform reader or reader/printer under EQUIPMENT 
TYPES. 

READERS AND RESEARCH AD\)jSORY SERVICES: See Information services under 
PROGRAMMATIC ACTIVITIES. 7^^ 

READERS OR RESEARCH ADVISORY TRANSACTION: See Reference transaction under 
INFORMATION CONTACT. 
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REAOINQ/STUDY ROOM: Sm Study fftcHlty undef ROOM USE CATEGORIES. 

READY REFERENCE COLLECTION: See Reference collection under COLLECTION 
CATEGORIES. \ ' 

REALIA: Sef Three-dimensional materlfti under MATERIALS FORMAT. 

REBINDING; Sefe Binding and reminding under COLLECTION RESOURCES MAINTE- 
NANCE activity: ' 

RECATALOGING: See CATALOGING ACTIVITY. 

RECEIPTS: See CURRENT-FUND REVENUE CATEGORIES. 

RECLASSIFICATION: See Reclassification under CATALOGING ACTIVITY. 

REFERE:NCE: See CROSS-REFERENCE and/or Information services under PROGRAM- 
MATTC ACTIVITIES. 

REFERENCE COLLECTIOH: A collection of books and other materials In a library 
useful for supplying information, kept together for convenience, and 
generally not allowed to circulate. See also COLLECTION CATEGORIES. 
The following categories of materials In reference collections are 
Irrespective of materials format. 

1. Publisher's and book trade list : A^ publication Issued by publishers, 
bookdealers, individually, or collectively, describing their pub- 
lications, and sometimes Including a price list. This category 
includes book trade catalogs, monthly catalogs from the Superin- 
tendent of Documents, and so forth. It also Includes nonpublisher 
related lists such as Books-In-Print . 

2. Index: An array of references (In any medium or format) to topics, 
names , or titles In books and periodicals, or to reports, patents, 
and otl>er nonbook materials. 

3. Abstracts : Factual summaries giving significant content of untts 
of publication (e.g., scientific or scholarly papers, technical 
reports, patents). As a reference collection category, abstracts 
typically contain summaries of several works concerning a particular 
subject or area of learning and accompany citations referring to 
the original publications. (5)* 

4. Bibliography ; A list of sources of Information or of references to 
the library materials organized for * particular use or relating 
to a particular subject. (5) See also TOPIC OF BIBLIOGRAPHY OR 
SPECIAL CATALOG. 

5. Catalog : A list of books, maps, etc., arranged according to some 
definite plan. As distinguished from a bibliography and from a 
publisher's or book trade list, it Is a list which records, describes 
and indexes the resources of a collection, a library or a group of 
libraries. This category excludes the public catalog of the 
library used by the library's clientele to locate materials in the 

- library. 
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6. Fact-f 1 ndi nq sources : This category includes those reference collect 
tion materials which are most often used to locate a particular fact 
or set of facts about ii particular topic. This category Includes 
(although not exclusively) almanacs, encyclopedias, dictionaries, 
and statistical and mathematical tables. 

7. Other reference co 1 1 ec 1 1 on ma ter 1 a 1 ; This category includes other 
material not Tisted or defined in the above categories. Included 
within this category are college and university announcements, 
atlases, and telephone books'. 

REFERENCE FILES: See Reference collection under COLLECTION CATEGORIES. 

REFERENCE TRANSACTION: See INFORMATION CONTACT. 

REFERRAL SERVICES: See Information services under PROGRAMMATIC ACTIVITIES. 

REFERRAL TRANSACTION: See Reference transaction under INFORMATION CONTACT. 

REIMBURSED SERVICES: Services which the 1 1 bra ryr provides to the user or 
to other libraries on either a partial cost-recovery b^sis, or throuqh 
subsidy. This category should, include only those services which could 
not be provided without such reimbursement to the library. See also 
Generated income under CURRENT-FUND REVENUE CATEGORIES. 

RENEWAL TRANSACTION: The act of extendi nq a circulation transaction for a 
period of time beyond that of the original loan period. A renewal 
transaction applies equally to general circulation transactions, reserve 
circulation transactions, and equipment circulation transactions. ^ 

RENTAL COLLECTION: A group of selected books that are circulated for a 
small fee. (1) See also LEASED COLLECTION. 

REPRODUCED FORMAT: See Filled request under INTERLIBRARY LOAN LENDING 
ACTIVITY. * 

REPftdoUCTION DEVICE: See Graphic and reproduction device under EQUIPMENT 
TYPES. 

REQUEST FILLED WITHIN USER SPECIFIED TIME: See INTERLIBRARY LOAN BORROWING 
ACTIVITY. 

RESEARCH ADVISORY: See Readers or research advisory transaction under 
INFORMATION CONTACT. "~ 

r 

RESEARCH AND ANALYSIS SERVICES: See Information services under PROGRAM- 
MATIC ACTIVITIES. > 

RESEARCH AND ANALYSIS TRANSACTlt)N: See Reference transaction under 
INFORMATION CONTACT. 
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RESEARCH/INSTRUCTION EMPLOYEE: Includes all employees of the parent 
organization who customarily recelye assignments for the purposes of 
research and/or Ins.tructlon. In describing these Individuals as 
members of the llbr/iry's target group or user group, the following 
descriptors are of Importance: , ,^ 

1 . Discipline/subject matter of the research and/or Instruction : An 
Indicator of the major subject areas of Importance to the Indl vld- 
ual as It plates to his or her occupation. 

. 2. itevel of research Involvement : An Indicator of the Individual's 
participation in Vesearch activities. This Is of particular Im- 
portance In describing faculty members who may largely be Involved 
In Instructional rather than research activities* 

RESERVE CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION. 

RESERVE COLUECTION: See^ COLLECTION CATEGORIES. 

RESERVE SERVICES: See Circulation services under PROGRAMMATIC ACTIVITIES. 

RESHELVED VOLUMES: See NONCIRCULATED VOLUMES RESHELVED. 

RESOURCE DISTRIBUTION SERVICES: See PROGRAMMATIC ACTIVITIES. 

RESOURCE SHARING: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR. 

RESTRICTED FUNDS: See REVENUE'RESTRICTION CATEGORIES. 

REVENUE RESTRICTION CATEGORIES: ^ . 

1. Unrestricted funds : Revenues ^received by the library or Institution 
of which the library Is a part without stipulation regarding purpose 
by the source, and may be expended at the discretion df the manage- 
ment, this cate^ry applies equally to undesignated and designated 
funds. 

_ . - 

2. Restricted funds : Revenues received by the library or the parent 
Institution with the stipulation that such funds be used for the 
purpose specified 5y the donojp ^(source). 

REVENUES: See CURRENT-FUND REVENUE CATEGORIES. 

ROOM USE CATEGORIES: Standard groups of Institution areas described by 
primary use. 

1. Classroom facility ; A room used by classes that does not require 
sped fl -purpose equipment for student use. 

t 

2. Laboratory facility ; A room that requires special purpose equipment 
for student or ^research purposes. 

3. Office facility : A room used by library employees worKIng at a desk 
or table. o r -^ 
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ROOM USE CATEGORIES (continued) ^ 

r * 

m 

^' Stu<<y facility : A room used by Individuals study, or a room used 
to store books. Included. in this category iire : 

f Reading/ study room ; A room used by Individuals to study 6ooks or 
nonprint materials. Included are re^dltl^ rooms, carrels, study 
rooms. Individual study statloW, and similar rooms Intended for 
general study purposes. 

• Stack ; A room (or a portion of a room) used to provide shelving 
for library materials. Exclude off-site storage facility classed 
as a support facility below. 

• Qpen stack/ reading room : A room that Is a combination of a reading 
room and stack. r . 

• User Information area : A room or portion of a room that serves a 
reading/study room, stack, or open stack/reading room as a sup- 
porting service to such areas. Included are areas which house 
card catalogs, circulation desks, reference desks r«and Information 
area. 

6. Special use facility : A room set aside for special purposes. This 
, includes rooms used for the production and distribution of a^/dlo- 
vlsual, radio, and TV materials and for the operation of e^pment 
for th^ communication of these materials. 

6. General use iPacllltyr A room used for assembly; exhibition, food- 
servlcelirea, lounge, merchandising, recreation, meeting, or locker 
room, or a room that directly services such facilities. 

7. Support facility : A room used for data processing/computer, repair 
, and maintenance of products, storage of materials or vehicles, or 

\ rooms servicing such areas. For some purposes, 1t may be useful 
to Isolate the following: 

• Off-site storage facility : A building or portion thereof devoted 
to the storage of collection resources and not associated with 

a service outlet of the library. UsMally^ such facilities house 
overflow materials from the library's general collection, and 
which materials are infrequently used by the library's user group. 

8. Unclassified facility : Rooms not assigned, undergoing remodeling 
or alteration, or not completely finished in construction at the 
time of th^ inventory. 
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SALARIES AND WAGES: See Compensati on under EXPENDITURE CATEGORIES Ar<p 
TRANSFERS. 

SCHOOL^ ^ school consists of a group of pupils with one or itore teachers 
who give Instruction of a defined type in one or more grades, housed 
in a school plant of one or more buildings or In one or more school 
plants, «T^d organized as one unit. More than one school may be Housed 
In the same school plant, as in the case where separately organized 
elementary and secohdary grade lev^ls^^are housed in the same plant; 

. when this occurs > each level is considered as a separate unit, if ad- 
ministered separately. If both elementary and secondary grade levels 
are administered as a single unit, it should be considered as one 
school. (22) Types of schools are: 

1. Elementary school : A school classified as elementary by state and 
local practice and composed of any span of grades not above grade 8. 

• One- teacher' schqpj[: A one- teacher school is a school in which one 
"teacher is ^mpToyed to teach all grades offered in the school, 
regardless of the number of rooms in the building. These schools 
can consist of any grade grouping within grades kindergarten 
through 8." (22) 

• Middle school : A middle school is a separately organized and 
administered "school usually beginning with grade 5 or 6 or its 
equivalent and including at least three grades or years. Most 
middle schpels presume, in ultimate plan if not in present reality, 
a fQur-year higtt^ school for the grades or years which follow, as 

■ ' in a 4-4-4 or a 5-P-4 plan. (22) 

• Other j&lementary s chool : Those schools not identified or defined 
above, regardless^oT grade span, but not above grade 8. (22) 

2. Secondary school : A school comprising any span of grades beginhing 
with the next grade following an elementary or middle sqhool and 
ending with or below grade 12. • 

t Junior hig h sphgoU A junior high SQhool is a separately organized 
and admi ni ste'red "secondary school between elementary schools and 
senior high schools, usually including 7, 8, and-9 (as in a 6-3-3 
plan) or grades 7 and 8 (as in a 6-2-4 plan). (22) 

t Senior high school : A senior high school is a secondary^ school 
offering the final years of high school work necessary for gradua- 
tion and invariably preceded by a junior high school. Four-year 
and incomplete ^ilgh schools are to be included: 

- Four-year senior hig h school: A four-year high school is a four- 
year secondary school immediately foUowinq the elementary school 
(as in the 8-4 plan) or a middle school. (22) 
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SCHOOk (continued) 4 

2. Secondary school (continued) 

• Senior high school (continued) 

- Inconiplete high school : An incomplete high school is a secondary 
school which offers less than* four years beyond grade 8 and 
normally ends with grade 11.- (22) 

t Junior «senior high school t A junior-senior' high school is a^sec- 
Qjfidary school which usually includes grades 7 through 12 and is 
administered as a single unit. Such a school, would usually follow 
a middle. or other elementary school with no intermediate school 
between. (22) 
■ rt' 

. • Vocational technical school : A vocational technical high school 
is a separate>y organized school under the direction of an admin- 
istrator (suclj, as a principal) for the purpose 0/ offering training 
in one or more skilled or semiskilled trades or occupations. High 
schools offerijig vocational /technical as part of a comprehensive 
program should not be included here., (22) 

3. Other school : A schdol not identified nor defined above. This cate- 
gory includes: 

* 

f Combined elementary-secondary school : Include here those schools 
which serve both elementary and secondary pupiU, but which are 
organized and administered as a single unit and cannot be classi- 
fied in any of the categories of elementary and secondary schools. 

t Special education school for handicapped : Include here only those 
schools which serve emotional ]y disturbed and mentally or physi- 
cally handicapped pupil1fc£xcUjsive^ Do not include schools 
which'offer special ed|^p^on along with trie~regular program. (22) 

. f Other school : A school not \|entified nor defined above . 

SCHOOL CALENDAR: See PREDOMINANT '^fALENDAR SYSTErf. ^ \yt. 

SCHOOL CLASSROOM: See Classroom facility under ROOM USE CATEGORIES. 

SCHOOL COMPLETED: See EDUCATIONAL ATTAINMENT. 

SCHOOL COMPULSORY ATTENDANCr\AG€;SPAN: The youngest and oldest ages at 
.which children, youths, and adults normally are required to attend 
school. (22)* See also SCHOOL PERMISSIVE ATTENDANCE AGE SPAN. 

SCHOOL. DAY: A school day is that part of the calendar day when school is 
'in session. For some purposes.it is useful .to determine the number of 
minutes the School is in operation during the typical school day. .(18)* 
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§CHOOL ENTRANCE gEQUIREMENT: See MINIMUM ADMISSIONS REQUIREMENT. 

' i .i 

SCHOOL HOURS: See SCHOOL DAY.. 

SCHOOL LIBRARY/MEDIA CENTER: A library which, as part of its primary 
mission, supports the ciirricuVa needs of and provjdes its collection, 
related equipment, and the services of a staff to, students, teachers, 
and affiliated staff of an Elementary, secondary, or combined school. 
I This entity may" be alternately called a library, media center, in- 
structional materials center, learning resource center, or combination 
thereof. School libraries/media^, centers may be categorized according 
to the type of schbol served (see SCHOOL for these distinctions). See" 
also LEARNING RESOURCE CENTER. 

SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP: Students, classroom teachers, 
and other employees and affiliates of the school whom the library is 
I ^ intended to serve. Categories and descriptors of population which are 
appropriate f^r library managers to consider include: 

1- Pupils : Students receiving formal instruction at the school of which 
the library is a part. Descriptors appropriate to this cati^gory 
inclXide: . ^ . 

• Age , ' „ . 

• Handicap category ' * 

• Language proficiency 

• Disadvantage status 

• Migrant 

• Learnin g disability ^ 

• Gifted or talented 

2. Classroom t eachers : Teachers for portions of schoolwork of self- 
contained classes, performing professional activities in guiding 
and directing the learning experience of pupils in an instructional 
situation in a particular classroom or classrooms. This category 
should not include administrators, supervisors, consultants, coun- 
selors, librarians, or itinerant teachers. The status (full- or 
part-time) jmd the discipline and level of instruction provided are 
appropriate descrip.tors of this category. (22)* 

3. Other target group : Include here all employees or affiliates of the 
school eligible for library services and not specified above. 

SCHOOL LIBRARY/MEDIA CENTER USER GROUP: TflOse persons,' either within the 
library's target group, or other, who, actual ly -uti 1 i ze the resources 
or services of the library. Types of school library/media center user 

» groups correspond to target grpup descriptors and may also include 
additional descriptors for nontarget group users. 
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SCHOOL PERMISSIVE ATTENDANCE AGE SPAN: The youngest and oldest ages at 
which children, youths, and adults normally are allowed to attend 
school. (22)* See also SCHOOL COMPULSORY ATTENDANCE AGE SPAN. 

SCHOOL REPORTING-UNIT STRUCTURE: The type of organizational unit oper- 
ating the reporting library and possibly other library/media center 
units asvwell. ^ypes of reportlng-unit structures Include: (22) 

1. State Departpient of Education: The state agency exercising leader- 
shlp, service, and regulation responsibilities In regard to ele- 
mentary and secondary public education and such other aspects of 
education In the state as lie within the legal authority. The term 
"State Department of Education" Is often used Interchangeably with 
the term "State Education Agency," and in this conYiectlon Includes 
the State Board of Education, the chief state schoolofflcers , and 
their staffs. (22) 

2. Other State Education Agency : An organization other than M State 
Department of Education, established by-law for carrying out a 
specified part of the educational responslbl 11 ties 'of the state. 
For example, some states establish a separate organization to adr 
minister higher education. (22) 

3. Intermediate administrative unit : An administrative unit smaller 
than the state which exists primarily to provide consultative, 

^ advisory, administration, or statistical services to local basic 
administrative units. This includes Intermediate administrative 
units referred to as county Intermediate units or supervisory, 
unions, regional educational units,"^ educational cooperative service 
units, and boards of cooperative education services. (22) 

4. Local publ ic sch ool sy stem : An* admini strati ye unit at the local 
level which exists primarily to operate schpols or to contract for 
schools services (also known as a local educat;lon agency [LEA]).' - 
Public school systems include common, city, i/idependent, consoli- 
dated union community, town, township, jo-lnture, and eountj^-unit 
school districts; they Include xlistricts operating single schools, 
e.g., area schools for vocational or special education oper^ed by 
separate boards of education. For reporting purposes, a system of 
schools operated by a branch of the Federal government--for children 

4 such as those residing on Indian reservations, or in U.S. Territories, 

or for dependents of armed services personnel --is reported under 
this heading, The local school system^may be described further, 
according to type of organization, or according to type Of schoojs 
operated. (22)* . ' . 

5. Segment of local public school systeiifi r For example, an individual 
school within the local public school system. 

6. Nonpublic system : For example, a system of church-related schools, 

1 ncl udi ng a dioscesan school system. (22) * , 

' ' 7. Other reportlng-unjt structure : An administrative unit operating a 
• f schooJ other than those described above. 
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SCHOOL STUDENT COUNTS: The recording and reporting of student data for 
Internal and exchange purposes. The^ fol lowln^t three types of statis- 
tics are needed: 

1 • School average dally attendance ; The aggregate days attendance of. 
A given school during a given reporting period divided by the number 
of days school Is in session during this period. Only days on which 
the pupils are under the guidance an^ direction of teachers should 
be considered as. days J n sesrSion. The reporting period is generally 
a given regular school term. The average daily attendance fo^ groups 
( of scTiools having varying lengths of terms is the sum of the average 
daily attendances obtained for the individual schools. (22) 

^' School average daily membership : The aggregate days membership of a 
given school during a given reporting period divided by the number 
of days. school is in session during this period. Only days on which 
the pupils are under the guidance and direction of teachers should 
be Considered as days, in session. The reporting period *1s generally 
a given regular schoVl term. The average daily membership for groups 
of schools having varying lengths of terms is the sum of the average 
daily ^mberships obtained for th^ individual schools. For purposes 
of obtaining statistical comparability Only, pupil-staff ratios in- 
volving kindergarten and pr^- kindergarten pupils attending a half- 
day, session are computed ds.,thGugh these students are in membership 
for a half day. (22) 

3. School grade or year -enrol Inie'nt: The number (beadcount) of students 
officially enrolled in each grade or year contained within the . 
school.. A grade is a designation applied to that portion of the 
school's curriculum which represents the work of one regular school 
lerm. In sOme s1,tuations--often referred to as "ungraded''--grade 
designations are not used; designations appropriate for these situa- 
_ tions are year 1, year 2, and so forth. (22)* 

V.SCHOOL .T^RM: A prescribed span of time when school is open,,and the pupils 
• are under tlie direction and guidance of teachers. The number bf days., 
in the term should be reported. (22) " 

SCHOOL YEAR: The school year is defined as the twelve-month period of time 
denoting the beginning and ending for school accounting purposes, usually 
from July 1 to June 30. (22) \ . • 

SCORE: See Other ma teAa,ls format under MATERIALS FORMAT. ^ 

SEARCHING AND VWFICA™ SERVICES; See Materials acqui sition services 
under PROGRAT^IMATIC ACTIVITIES. . " ' - - 

SEATING CAPACITY: The number of chijirs or other seating units available 
. within the library .area, for librjary clientele whifle they use materials. 

The number of seats ava'fl able. for the library us^f^ should be giv^ for 
«. the library as;a i^fhble, including: general reading area se^tfs, lounge' 
.seats, group study 's^ats, atidioyisual area seats, other material? seats, 
' study carreTs, study area, seats, typing room seats, seminar roo^ seats 
• ^ > . » " ' Op 



SEATI-NG CAPACITY (continued) 

(when available on an open basis), etc. Seats at index tables, card 
catalog reference tables, and other seating provided for special use 
or consultation should not be counted in the total, nor should seats 
In locked rooms not normally open to library patrons, sucft,^s auditorium 
dnd general meeting room seats, (18)* . . 

This category may be divided into carrel seating and other seating: 

^' M§JZ?i- A desk available for individual use. Carrels may be ► 
categorized into: 

• Wet carrel : A carrel which is ^leqtricral ly wired for \jse of 
equipment in order to access ndnp'rini^, materials. 

• Dy'y carrel A carrel which does hoj: contain electrical aqcess 
nor built-in equipment with which to access nonprint materials. 

2. Other seating: Include here all other seating. ^ 

SECRETARIAL/CLERICAL EMPLOYEE: See Office/ clerical employee under PERSONNEL 
RESOURCE CATEGORIES. 

"SEE ALSO" REFERENCE: See CROSS-REFERENCE. 

"SEE" REFERENCE: See CROSS-REFERENCE. 

SELECTIVE DISSEMINATION OF INFORMATION (SDI) ACTIVITY: The gathering and . 
distribution of information about a specific topic and to a particular 
audience. Typically, SDI is a recurring activity on a regular basis 
and provided according to*the specific interest or specification (SDI 
profile) of the client. Most often SDI is a product of a search of 

r^machine-readable cfata base. However, SDI jpay also be the result of a 
literature search of printed indexes and abstracts. 

^- Selective dissemination of information (SDI) search: Actjivity re- 
lated to^he accessing of bibliographic records on, a particular 
topic (as specified by the user's SDI profile) for purposes of 
producing a bibliography for the user. Typically, such searches 
are- conducted on a regular and recurring*. basis , and thus are 
differentiate from a reference transaction. 

SELECTIVE DISSEMINATION OF INFORMATfON SERVICES: See Infor mation services 
under PROGRAMMATIC ACTIVITIES. * ' 

SEMESTER: See PREDOMINANT CALENDAR SYSTEM. ^ . 

SENIOR HIGH ^OOL-: S ee Secondary school under SOipOL^v 

SERIijd^: See Wk^«|RJ(ALS FORMAT. ^ 

SERIAL SERVICE: See >rint^ (or pHnted) materials under MAtERIALS FORMAT. 
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SERIALS CONTROL SERV I CES : See M aterials orqanizati on and co ntrol s erv 1 ces 
under PROGRAMMATIC ACTIVITIES. 

SERIALS LIST: See CATALOG. 

SERVICE AREA (OF LIBRARY): See PUBLIC LIBRARY PRIMARY SERVICE AREA. 

SERVICE AVAILABILITY: The dMree to iJ^j^gh' services^of the library are 
available to the 1 ibrary ' ^user group. Several criteria can be employed 
In -determining service aVailabil ity . suoh as the numbervof service out- 
lets available to thejibrary^s user group, the number oY service points 
provided within a service outlWt for the library's user groifp^*jjfi,jieD.- 
graphic distriJm)l;ion of and -distances between, service outlrStt«>«d . 
the hours of^fvices availabXe to the library's clientele. The fqllow- 
ing types of infarm;^tion are apl^pr late for determining service aval 1 - 
ability: ^ 

1 • PM^U^-JJ^TJxy-PJJi^Ary^sej^^^^^ ^ 

2. Servi<^ outlets: This ca^egory«.includes both the hours in which 
ser-vTce outlets provide the services of its staff to the library's 
user group and the number of service outl etjJi aval 1 able to the 
library's target group, ^ee also SERVICE OIRLET. 

3- Service points: This category includes both the hours in which the 
servfc¥ points are staffedand prepared to deliver services to the 
library's user group and the number of service points available 
within each service outlet. See also SERVIQE POINT. 

4. Service availability measure: The number of hours apnually in whicft 
• an individual service polint is staffed and prepared to pi|pvide ser- 

^ vices to the library's user group. Total service availability is 

calculated by adding the number of service hours provided by ^ch 
service n)oint maintained by the 1 ibjrary ( i .e. , the sum of indivjdual 
■ — service point availabilities). The average service availability 
isr calculated by dividing the total service availability of the 
library by the number of service points maintained ijy the library. 

SERVICE EMPLOYEE: See PERSONNEL RESOURCE CATeWiES. 

SERVICE HOURS: Those hours annually when a library, branch, or bookmobile 
.is open and prepared to^render service to its clientele. Total service 
hours are deterriiined by adding the number of hours the Jibrary is open- 
to users, or a bookmobile is in place to provide service to users. (18) 

SERVICE MONTH: See EMPLOYE^ COUNTS. ' ' 

SERVICE OUTLET: Any location where Hbrary materials and services are 
made available to the library's clientele. (5) Only those outlets 
which are in service at the time of reporting are included. Both 
number of service outlets and hours open annually should be included. 
Service outlets include: 
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SERVICE OUTLET (continued) 

1. Central library: The single unit library or the library where the 
prTncTpal collections are kept and handled. Also called the main 
library. (5)* A library system may or may not have a central 
1 ibpry. 

^* Branch library: A satellite library with separate quarters, a basic 
collection of books, a regular staffing level, and an established 
recurret>t schedule, administered by either the central library or 
library headquarters. 

3. Affiliated library : A library housed in the facilities of the parent 
organization, and^ although administered by the parent organization 
pf the library, is not under the jurisdiction of the central library 
or library headquarters. Examples of this are law libraries and 
^ medical libraries on academic campuses which may have their own 
governance and may not be within the .administrative jurisdiction 
of th)S central library; departmental libraries in corporate organi- 
zatjx^ns. and so forth. It should be noted that an affiliated library 
must meet the specifications of LIBRARY in order to be reported here. 

^- Bookmobile: A truck or van especially equipped to carry books and 
other library materials and serve as a traveling branch library. 
(5) A bookmobile stop is. considered to be a unique loca-tion at 
which the library services are rendered by bookmobile staff or from 
the collection of the bo<!likmobile on a regular and prescheduled basis. 
Exclude stops for service to another library or service outlet. 

^' Mediamobi le: A truck or van especially designed and operated to 
distribute print and audiovisual materials. A medianiobile serves 
both as a delivery unit and a branch or satellite library. (5)* 
A medi amofaile stop is considered to be a unique location at which 
liFrary services are rendered by the n>ediamobile staff or from the 
coll'fection of the mediamobi Ije on a regular and prescheduled basis. 
Ex<jjude stops for service to "another library or service outlet. 

6. Other service outlet: Any other location where library materials 
andTervTces are made aval lable to the library's clientele. Thjs 
includes classroom collections, dep6sit stations, and services 
provtiJIed to institutions such as a hospital or prison, on a regular 
basis. Excluded from this category are satellite book drops, 
books-by-mail services, and other service points which do not 
provide a collection of materials nor library service on a regular 
basis. 

SERVICE POINT: A specific location withjn a service outlet, at which a 
particular service or set of services are provided to the library's 
clientele. Typically, service points are staffed with library person- 
nel responsible for the delivery of this service or set of seryices to 
the patron. Examples of service points are circulation desks infor- 
mation desks, and reference desks. Both number's arid hours open (staffed 
and prepared to deliver service) should be considered. 



26 V 



-262- 



SEX: Sex Is reported in the 1970 census for 100 percent of the population. 
For those whose sex was not reported, an assumption was made by the 
person's first name. For the remaining cases, sex was assigned through 
an allocation procedure. 

1. Male 



2. Female 

SHELVING CAPACITY: The capacity of a library for storing Its collection 
resources, expressed by the total number of feet of shelving available 
for housing print and nonprint materials and by the total scjuare footage 
assigned to shelving. Only the shelves in the sections used* for shelving 
the collections should be counted. Such shelving does nojt include shelves 
for materials-in-process in technical services areas, staging or sorting 
shelves tn the circulation areas, shelves serving as bookcases in offices, 
and shelves in receiving rooms used for storing transient materials. 



^- Linear feet of shelving: The total length, in feet, of the shelving 
available for" the library materials is determined by adding the 
length, in feet, of all of the shelves in the bookstack sections 
and in the audiovisual and other materials sections. 

2. Assignable square feet of shelving: The total square footage of 
shelvirig"Ts"determ1necr by adding the square feet of all floor space 
devoted to shelving, including walkways dividing series of shelves. 

SIMULATION MATERIAL: See Three -dimens ional materialTunder MATERIALS FORMAT. 

SINGLE-CAMPUS INSTITUTION: See ACADEMIC REP0RTING-UNIT STRUCTURE. 

SINGLE TERM: See PREDOMINANT CALENDAR SYSTEM. 

SLIDE: See Projected or magnified material under MATERIALS FORMAT. 

SLIDE PROJECTOR OR VIEWER: See Projecting or magnifying device under 
EQUIPMENT TYPES. _____ 



SLIDE VIEWER: See Slide projector or viewer under EQUIPMENT TYPES. 
SOUND RECORDING: See Audiodisc under MATERIALS FORMAT. 
SOURCE OF FUNDS: See CURRENT- FUND REVENUE CATEGORIES. 



SPECIAL CATALO(^: A list arranged in an established order which records 
and describes a set of resources held in the library. Typically, 
special catalogs pertain to holdings in a special collection of the 
library. 

SPECIAL CATALOG TOPIC: See TOPIC OF BIBLIOGRAPHY OR SPECIAL CATALOG. 




SPECIAL COLLECTION: Se^ COLLECTION CATEGORIES. 
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SPECIAL EDUCATION SCHOOL FQR HANDICAPPED: See Other schcol under SCHOOL. 

SPECIAL LIBRARY: A library In * business firm, association, government 
«gency, or other organized group, and which does not meet the criteria 
for an academic, public, or school library; or a library which Is main* 
talned by a parent organization to serve a specialized clientele. Types 
of special library Include: 

1 • Special library serving an institution of postsecondary education : 
A special library generally associated with a school or schools of 
a college or university. Such a special library Is primarily 
Intended to serve the research and Informational needs of faculty, 
students, or researchers of that school. Such special libraries 
Include medical school or health sciences libraries, law school 
libraries, physical sciences libraries, and theology school libraries 

2. Special library Tn\he priva te sector: A special library associated 
with a profit or private nonprofit organization. Such a special 
library is generally Intended to serve the research and informational 
needs of employees or affiliates of the organization. These 
, libraries may be further classified into: 

• Special l ibrary in a trade or professional Organ ization (including 
a trade union, county bar association, techn icaT~soc1et y7 and so 
forth) I ~ 



• Special library in a comm ercial ^ r industrial ojiqajil zatlon (in- 
cluding research and development, marketing, ^r producti on 
organizations) 

• Spec la 1 IJ j) ra ry i n a business or service organ ization iincjjjdjn^ 
banks ^"Fos'pita IS, or Taw firmsl 



\ 
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• Special library in a partnership (Including law partnerships and 
medical practicesT - . \^ 

• Other sp ecial library in thji p rivate sector 

3. Special library maintained by a^d s erving a government agency: A 
' special library controlled and funded by a government enti ty , such 
as a Federal, state, or local agency. Typically such a library is 
Intended to provide for the research and informational needs of the 
employees of the particular government agency. However, some li- 
braries may serve other functions, such as meeting the needs of the 
library community in general, the informational needs of the citizens 
of the particular jurisdiction, or the information needs of a spe- 
cialized group beyond the employees of the agency (e.g., national 
libraries). Further refinement of tiiiis category may be: 

« 

• National library : Specifically, this category includes the Library 
of Congress, the National Agricultural Library, and the National 

Library of Medicine. y 
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SPECIAL LIBRARY (continued) 
^ ♦ Special library maintained by and serving a government agency (conti nued ) 

• Special library maintained by and serving a Federal a gency (other 
than a n at^ona i Tibrary) : A special library funded ana operatecT 
by a branch of the United States government. 

• Special library maintained by and serving a state government agency: 
JVspeclal ^brary funded and operated by a branch of state government. 

• Spec i a 1 lib rary maintained by and serving a 1 ocal gover n men t aqen c^ : 
A specTaTTTErary funded andoperatecrby a cfty, townsHTp, munfcrpal , 
county, district, or other similar unit of government. 

• Other spec i a 1 library maintained by and serving a go vernmenj^ agency : 
A^ specTalHTbrary servTng a government agency in a 3^rrsrdTction 
other than those identified above. 

4. I nde^endenj:_ sj3ecja A special library which is not a part 
oTli larger organization or agency and which may provide specialized 
information services to the public, a segment of the public, or to 
other 1 ibraries. 

5. Othex sj)eciaj^ 1 ibr^^ A special library not identified nor 3efined 
abtTve. 

SPECIAL LIBRARY REPORTING-UNIT STRUCTURE: The type of structure which com- 
prises the institution or agency of which the special library is a part. 
Such reporting-uriit structures vary significantly among special libraries 
and should be outlined in context of the individual special library or 
group of libraries. Largely the reporting-unit structure should reflect 
the degree of autonomy with which the library conducts its operations. 
The following two reporting-unit structures 'are presented for special 
libraries serving institutions of postsecondary education and for special 
libraries in the private sector. Other categories of reporting-unit 
structure may be equally as useful to the needs of the special library. 

For special libraries serving institutions of postsecondary education, 
the following reporting-unit structures are possible: V 

1 . A library administered by the cen tral library of the parent insti- 
tution: A library which is under the control of thfe director of the 
university libraries, or other designated administrator of the gen- 
eral library of the campus. ' . ■ . 

2. A library adminis tered by the school » college, or department of 
which the repor ting librar y Is a part: A library for which fiscal 
and management control is a function of the school, college, or 
department directly served by the library. 

3. Othqr reporting-unit struc ture: A special library serving an insti- 
tutlon of ^postsecondary education which is administered by other 
than the above defined persons or units. 
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SPECIAL LIBRARY REP0RTIN6-UNIT STRUCTURE Ccontlnued) , 

For special libraries In the private sector, the following report ing- 
unit structures are possible: " 

1. Single site organization : An organization v^hich conducts its pro^ 
grams, services, and business at a single location. 

2. Main (home) offices : A library serving the central offices of an 
organization which consists of these offices and one or more branch 
facilities. The main offices are usually the location of the core, 
primary, or administrative offices for the organization. 

3- Branch office : A library serving a division or branch facility of 
an organization consisting of main (home) office^ and one or more 
branch facilities. A branch office Is considered to be at a dis- 
tance from the main (home) offices and for which a relatively stable 
admijii strati on is in place. 

4. Division of the main (ho m e) offic es: A division of a corporate body, 
which Is located in the same facilities as the parent organization 
(i.e., main offices) but which is separately served by a library 
of the division. 

Joint library : A library that serves two or more independent orga- 
nizations. ^ 

6. Other reporting-uni t strutture 

SPECIAL LIBRARY TARGET GROUP: The population which the library is intended 
to serve. Typically, target groups of special libraries are best cate- 
gorized by employment or an'fil iation. Special libraries serving insti- 
tutions of postsecondary education may best describe the target group 
In similar terms of those employed in academic libraries. Special 
libraries in the private sector may employ the following descriptors 
or some variation. thereof . 

Security cl earance status: A descriptor of the degree to which 
members of the target group may access security classified docu- 
ments held by the library (if applicable). 

2. Employee counts : Employees of the parent organization should be 
considered on the basis of their involvement in research or other 
activities which require varying levels of library support, and 
upon the discipline in which such activities are being conducted. 

3. Other target group descriptors 

Special libraries maintained by and serving government agencies may 
consider the following descriptors or some variation thereof: 

1. Government officials : Elected or appointed officials, legislators, 
and Judges affiliated with the agency, and for which library ser- 
vices are provided. 
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SPECIAL LIBRARY TARGET QROUP (continued) ^ 

2. ErnpToyee counts : tmployees of the agency should be considered on 
the basis of their Involvement In research or other activities 
which require va-fying levels of library suppojjt, and upon the 
discipline in which such activities are conducted. 

3- Contractors : Individuals conducting research or other activities 
under contract to the parent organization and who, by virtue of 
this contract, may access the services of the library. 

4 . Other ta rget group descriptors 

Independent special libraries and other special librarfes should define 
their target groups according to those descriptors which best serve to 
determine the ^Vpes of services, facilities, or resources necessary, 
and the resource and service utilization of these groups. 

SPECIAL LIBRARY USER GROUP: Those persons, either within the library's 
' ^rget group, or other, who actually utilize the resources or services 
of the library. Types of special library user groups correspond to 
target group descriptors and may also include additional descriptors 
for nontarget group users. 

SPECIAL USE FACILITY: See(ROOM USE CATEGORIES. 

SPECIALIST/LIBRARY PROFESSIONAL: See PERSONNEL RESOURCE CATEGORIES, 

STACK: See Study facility under ROOM USE CATEGORIES. 

STACK MAINTENANCE SERVICES: See Collection maintenance services under 
PROGRAMMATIC ACTIVITIES. 

STANDARD LIBRARY IDENTIFICATION NUMBER: See The America n National Stan- 
dards Institute Standard Li brary Identificati on Number (SLIN ) unde r 
Vmm IDENTIFIERS. 

STANDARD METROPOLITAI^ STATISTICAL AREA: See Address under LIBRARY 
IDENTIFIERS. 

STANDING Of^DER: A general direction to a vendor or publisher to supply 
future issues of a continuation as issued until otherwise notified. 
(D* 

STATE LIBRARY: A library maintained by state funds, which preserves the 
state records and provides books for use of state officials, books 
relskting to the history of the state, books published by authors living 
in the state, and newspapers published in the state. In many states, 
the statejihrary may provide a collection to meet any resident's needs 
for books or information. % 



STATE LIBRARY AGENCY: The State organization existing to extend and improve 
library services In the state. Its functions may Include the planning 
of statewide public library service, promotion of the development of 
these libraries, supervising library provision with a view to improving 
services by formulating and enforcing minimum standards; providing a 
consulting and advisory service to librarians, boards of trustees, and' 
citizens* groups w'ithin the state; administering a state system of 
grants-in-aid as well as Federal grants-in-aid to libraries; providing 
supplementary services such as Irtterlibrary loan and traveling libraries; 
and proyidng a centralized Information and bibliographic service; cen- 
tralized cataloging; providing library services to school, clubs, and 
individuals where no public library services exist. (12)* 

STEREOGRAPH: See Projected or magn ifi ed material under MATERIAL^ F^gMAT. 

STRIP-FILM: See Films trip or filmstrip set under MATERIALS FORMAT. 

STUDENT ASSISTANT: An employee of an academic library who Is simultane- 
ously enrolled on a regular basis in the academic institution of which 
the reporting library is a part. Typically (although not always) these 
employees perform non-technical duties within the library and would be 
categorized as office/clerical personnel . Note: Service months of these 
employees should be included under the appropriate employee clafisifica- 
tion (e.g., office/clerical, etc.). 

STUDENT COUNTS": See ACADEMIC STUDENT CpUNTS and/or SCHOOL STUDENT COUNTS. 
STUDY FACILITY: See ROOM USE CATEGORIES. 

SUBJECT HEADING: A word or group of words indicating a subject under 
which all material dealing with the same the^ is entered in a catalog 
or a bibliography, or is arranged in a file. (1) 

SUBJECT MATTER: See DISCIPLINE/SUBJECT MATTER. 

SUBJE'cT SPECIALIST: See Spe£i_amt/lilb.rary professional under PERSONtlEL 
RESOURCE .CATEGORIES. 

SUBSCRIPTION: The arrangement by which an organization, publisher, or an 
agent provides the library with copies of a periodical, newspaper, or 
other serial as issued. (5)* Include only those subscriptions cur- 
rently received by the library. For reporting purposes, the. number of 
titles (excluding duplicates) and the number of subscriptions (including 
(juplicatesLshould be counted. 

SUPERINTENDENT OF DOCUMENTS (SuDoc) CLASSIFICATION: See CLASSIFICATION 
SYSTEM. 

SUPPORT SERVICES: See L otjistical and physical plant operations under 
PROGRAMMATIC ACTIVITlTS. 

SUPPORT FACILITY: See ROOM USE CATEGORIES. 
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TARGET GROUP: Those persons whom the library by its mission is intended 
to serve. See also AQADEMIC LIBRARY TARGET GROUP. PUBLIC LIBRARY 
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or SPECIAL 
LIBRARY TARGET GROUP. 

TARGET GROUP IDENTIFIERS/TRAITS: Individual attributes of member5.,of the 
target group. See also ACADEMIC LIBRARY TARGET GROUP, PUBLIC UIBpARY 
TARGET GROUP. SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP.' and/Or SPECIAL 
LIBRARY TARGET GROUP. Specific identifiers and traits include: 

% 

1. Individual ident ificatio n: The name, address, and other identifi- 
catTbn.of the member of The target group. 

2. AjLe 

3. Sex 

^ ■ Race/ethnic identification 

^ r Handicap category 

^ • Language proficiency 

8, Discipline/subject matter of major interests 

9 . Ed ucation al a ttainment /level 

10- Employment category 
P 

1 1 . Fami 1y income 

Thes^escriptors should be selected in light of the implications for, 
service* or service utilization. Thus, for example, age 'of the indi- 
vidual is of only limited significance for academic libraries, while 
' among public libraries, age ranges of the target population Influence - 
both services and service use. • 

TEACHER: See Classroom teacher under SCHOOL LIBRARY/MEDIA CENTER TARGET. 
GROUP. . . 

TECHNICAL EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES. 

TECHNICAL HIGH SCHOOL: See Vocational technical higli school under SCHOOL. 

TECHNICAL SERVICtS: Sefe PROGRAMMATit ACTIVITIES. 

TELEVISION RECEIVER: See Electronic display .device under EQUYPMENT TYPES* 

, , ^ j-^-^ _ 

TELEWRITER: See Electronic display device under EQUIPMENT TYPES. 
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TERMINAL; See Computer teylnal under EQUIPMENT TYPES. 
-THREE-DIMENSIONAL MATERIAt: See- MATERIALS FORMAT. 
TITLE: See COLI^ECTIOIt COUNTS. 

TITLES ADDED: The niimber of new titles acquired by the library. 

T I TLESL REMOVED: The number of titles (last copies) removed from the 
collection. . 

' TOPIC OF BIBLIOGRAPHY OR SPECIAL CATALOG: The central theme or subject 
'to which entries In the bibliography or special catalog apply. . 

. TRADE LIST: See Publisher's and book trade list Snder REFERENCE COLLECTION 

\rANSACTION DURATION: See Activity measures under PROGRAM MEASURES. 

. TRANSFER-IN: See CURRENT-FUND REV^NU^^ CATEGORIES. 

TRANSFER-OUT: See EXPENDITURE CATEGORIES AND TRANSFERS. 

TRANSPARENCY: See Overhead tr ansparency under MATER fALS fORMAT. 

.TRAVELING LJBRArTTa small collectlon^f selected books, or other library 
' materials sent by a library for the use of a group or community during 
a limited p^friod. Include here materials* lent for classroom collections 
and exten^si on classes. (5)* 

TRIMESTER: See PREDOMINANT CALENDAR SYSTEM. 

TUITION AND FEES: See CURRENT-FUND REVENUE CATEGORIES. 

« 

TYPICAL MONTH: A typical" month is a month in which the central 'library 
and other service outlets are generally open during regular hours for ^ 
the library's clientele, andHn which the library's clientele utilizes 
the library on a riormal basis. • , 

TYPICAL WEEK: A typical week is a week, in which the central. .11 b^at-y ahd > • 
other service outlets are open during regular hoiirjs ft>>* geiieral users 
and which does not. contain any holiday". (T8)* - 
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'UNBOUND PERIODICAL: See Periodical under MATERIALS. FORMAT. 
UNCLASSIFIED FACILITY: See ROOM USE CATEGORIES. 
UNDERGRADUATE STUDENT: See ACADEMIC STUDENT LEVELS. 
UNRESTRICTED REVENUES: See REVENUE RESTRICTION CATEGORIES. 
UPPER DIVISION: See ACADEMIC COURSE LEVELS. 
USER DIVISION: See PUBLIC LIBRARY USER DIVISIONS.. 

USER GROUP: The members of the library target group and nontarget group 
members who actually use the resources or services of the library. 
User groups are descri bed in the $ame manner as the appropriate target 
groups, i.e.. Academic Library target Group, Public Library Target 
Group, Special Library Target Group. 

USER INFORMATION AREA: See Study facility under ROOM USE CATEGORIES. 
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VERTICAL FILE MATERIAL: See Other print material under MATERIALS FORMAT. 

r, 

VERTICAL FILES: See Reference collection under .COLLECTION CATEGOJ^IES. 

VIDEODISC: See Electronic display material under MATERIALS FORMAT*. 

VIDEOPLAYER: See Electronic display device under EQUIPMENT TYPES* 

VIDEOTAPE: See Electronic dlgpla^ materlal .under MATERIALS FORMAT. ' 

VIDEOTAPE RECORDER: See Electronic -display device under EQUIPMENT TYPES. 

VOCATIONAL TECHNICAL HIGH SCHOOL: See Secondary, schoolf ^nder ^HOOb. 

VOLUME: For reporting purposes, a volume is a' physical lihlt of any printed, 
typewritten, handwri Ijteri , mimeographed, or processed work, contained 
in one binding or portfolio, hardbound or paperbound, which has been 
cataloged, classified, and made ready for use. (5,' 18. 1^, 20) See 
also Physical unit under COLLECTION COUNTS. ^ , • 

VOLUME EQUIVALENCY: The equivalent number of volumes that miCro-^orm 
materials would be if they had 'been obtained in print.. Vplumenstquiva- 
lency may also refer to other nonprint^materials— e.g. » aucjiorecordings , 
etc.— where one physical unit is the equivalent of pne volume. 

VOLUNTEER: See Contribute d (volu nteer) services under EXPENDITURf CATE- 
GORIES AND TRANSFERS. : \ ' - ' ' ;< 
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WAGES': 3ee Compensation under EXPENDITURE CATEGORIES AND TRANSFERS 



WET» CARREL: See SEATING CAPACITY. 



WORK ENVIRONMENT/STAFF MORALE^: See Pe rform ance mejisures under, PROGRAM 
MEASURES. ' ' ' , 
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Representative: Elinor McCloskey 

Coordinator 

Albuquerque Public Scliools 
Albuquerque, NM 

Statistics for State Li brirV' ftencieS Committee 

— 1 — — 

Representative : Janice Feye-Stukas 

Consultant 

■ ^ Office of Public Libraries 

State of Minnesota 
St. Paul, MN 

AMERICAN NATIONAL STANDARDS INSTITUTE Z39/SC7 COMMITTEE 

Representative: Katherine Emerson 

. ' Archivist 
v- ^ University of Massachusetts 

Amherst, MA ^ 

ASSOCIATION. OF COLLEGE AND RESEARCH LIBRARIES 

Representative:- , Eldred Smith . 

. Director 
♦ Unlyerslty Library 
. • •« . University of Minnesota 
. ^ • \ . Minneapolis. MN 
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CHIEF OFFICERS OF STATE LIBRARY AGENCIES 

Representative: Joseph Shubert 

State Librariart 
New York Stat^ Library 
Albany. NY ^ 

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OP CONGRESS 



Representative; 



PUBLIC LIBRARY ASSOCIATION 
Representative: 



James Riley 

Executive Secretary 

Federal Library Conmittee of the 

Library of Congress . 
Washington, DC 



Ronald Dubberly 
Director 

Seattjle Public Library 
Seattle, WA 



SPECIAL LIBRARY ASSOCIATION 

Representatives: Shirley Echelman 

- Chief Librarian 

Chemical Bank Research Library 
New York, NY 

Scott Kennedy 
Director 

Physical Science Library 
University of California at Davis 
Davis, CA 

In addition to the above official membership of this group, the 
following Individuals participated in meetings of the Project Review 
Group and provided major contributions to the success of this project: 



Susan Crawford 
Director 

Division of Library and 

Archival Services 
American Medical Association 
Chicago, IL 

Mary Jo Lynch 
D1 rector 

Office of Research 

American Library Association 

Chicago, IL 



Sandra -K. Paul 
Member, Executive Committee 
Book Industry Study Group, Inc 
Darien, CT 
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T he F^eral Representatives Panel 
Representatives of Federal agencies involved in the library community 
were invited and accepted to serve on the Federal Representatives Panel. 
These individuals provided ba^ic contributions both to the Handbook and 
to the implementation strategies forwarded to the National Center for 
Education Statistics. This panel also wi»s instrumental in the identifi- 
cation of Federal -level information needs as discussed in this Handbook. 
Two meetings of this group, each of two-days duration, were, held in' 
Washington, DC, during^ the development of this Handbook . These individuals 
are listed below by agency affiliation and according to title and location 
at the time of the project. 

ARMY LIBRARY 

Representative: Mary L. Shaffer 

Director ■ ^ 



Army Library 
Washington, DC 



DEPARTMENT OF COMMERCE 



Representative: William f. Lofquist 

Commodity and Industry Specialist 
Industry and Trade Administration 
Department of Commerce 
Washington, DC 

Alternate Representative: Stanley Bougas 

Director rOf the Library 
Department of Commerce, 
Washington, DC 

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS 

Representative: James Riley 

Executive Secretary 
Federal Library Committee of the 
Library of Congress 
' Washington, DC 



2. 



5 i 
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LIBRARY OF CONGRESS 

Representative: Carol Nemeyer 

Assistant Librarian of Congress 

for Public Education 
Library of Congress 
Washington, DC 

Alternate Representative: James Riley 

Executive Secretary 

Federal Library Committee of the 

Library of Congress 
Washington, DC. 

NATIONAL AGRICULTURAL LIBRARY 

Representative: Gerald Sophar ♦ 

Executive Officer 



National AgrJ cultural Library 
Beltsvllle, MD 



NATIONAL CENTER FOR EDUCATION STATISTICS 



entatives: Nicholas Osso 

Project Officer 



Library Surveys 
National Center for Education Statistics 
Washington, DC 

Frank Schick 
- . Chief 

Learning Resources Brant:h 

National Center for-Education Statistics 

Wasliington, DC 

NATIONAL COMMISSION ON LIBRARIES ANO INFORMATION SCIENCES 

Representative: Alphonse Trezza * • 

Executive Director 

National Commission on Libraries and 
Information Sciences 
» Washington, DC 

NATIONAL LIBRARY OF MEDICINE ^ 

Representative: James Barry _ 

Deputy Associate Director for 



Library Operations 



ational Library of Ifeditine 
Bethesda. MD i> i' 

Alternate Representative: Maxine Hanke 

Corrections iiontrol Officer 
National Library of Medicine^ 
Bethesda. MD 

28o ' 
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OFFICE OF LIBRARIES AND LEARNING RESOURCES 



Representative: 



Ray M. Fry 

Deputv Associate Commissioner 
OfficVof Libraries and Learning Resources 
U.S. Office of Education 
Washington, DC 

Alternate Representative: Denny Stephens 

Administrative Librarian - 

State and Public Library Services Branch 

Office of Libraries and Learning Resources 

U.S. Office of Education 

Washington, DC 

In addition to the above official membership of this panel, the 
following individuals participated in meetings of the Federal Representa- 
tives Panel and provided major contributions to the success o^ the project 



Paul B. Lagueux 
Information Systems Specialist 
^Council on Library Resources 
Washington, DC 

Vernon E. Palmour 
Senior Vice President 
King Research, Inc. 
Rockville, MD 



Ruth Smith 

Chairman-Elect 

Library Management Division 

Special Libraries Association 

Ins1;itute for Defense Anatjysis 

Arlington, VA 
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' Special Libr arians Task Force 
Representatives from statistical interests in the special library 
community were invited and agreed to serve on the Special Librarians 
Task Force. These individuals identified data elements and termiViology 
appropriate to the special library community and contributed significantly 
to the special^ IJbr^y component .of the Handbook. The Special Librarians 
Task Force met for one two-day meeting in Boulder. Colorado, during the 
course of the Handbook development. These per^s are listed according 
; to affiliation,' location, and title at the time oVthe project. 

AMERIjOAN association OF LAW l^IBRARIES 

Representative: Alfred [lewis 

' AALL Statistics Coordinator 
Law Library 

University of Californ-ia at Davis 
Davis, CA. 

MiEDICAL LIBRARY ASSOCIATION SURVEYS AND STATISTICS COMMITTEE 

RepreseTitative: Peter Stangl * 

Chairman 

Surveys and Sta.tistics Committee 
Lane Medical Library 
Stanford University Medical Center 
Stanford, CA 



NATIONAL LIBRARY OF MEDICINE 



/ 



Representative: Maxine Hanke 

Correctioas Control Offfcer 
National^^b)^ary of Medicipe ' 
Bethesda, MD 20014 

SPECIAL LIBRARIES ASSOCIATION , ' ' . 

Representatives: Zoe Cosgrove 

• * Library Specialist , • 

Office of Jn^tutitonal Studies 
University of Southern California 
( ' Los Angeles, GA • ' " 



erJc . ' 287 
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SPECIAL LIBRARIES ASSOCIATION (continued) 



Representatives: 



Mary Ffances Hoban 
Manager of Professional Development 
Special Libraries Association 
New York. NY 

Ruth Smith ' ^ 

Chairman-Elect 

Libretry Management Divisiorj 

Special Libraries Association 

Institute for Defense Analysis 

Arllngtpn, VA . , 
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In addition to the advisors specifically invited to serve on the 

above groups, the following individuals were niembers of the Project 

i 

Advisory Group for the Ltbrary Statistical Data Base Project (funded by 
the Office of Li^rari.es and Learning^ Resources^ Office of Education, and 
The Western Council of State Libraries) upon which the Handbook is funda- 
mentally based. This c^roup niet for three two-day meetings during the 
Course of the data- base development in Wasf^ington, DC, Denver, Colorado, 
and Boulder, Colorado. These? persons are listed according to title and 
location at the time of- thb project. 



Robert Burns - 

Librarian for Research and 

/)evelopment 
Colorado State University 
Tort Collins, CO " 



Anne Marie Fal sone 
Deputy State Librarian 
Colorado State Library 
Denver, CO 

Harold Olson 
Associate. Librarian 
•Oberlf n Col lege . 
Oberlin, OH 



Donald Simpson 
Director ^ ' 
Bibliographical Center for 

Research 
Deriver, CO 

Barbara SI anker 
Di rector 

Office for Research 
Anierican Library Association 
Chicago, IL 

Duane Webster 
Director ^ 

Association of Research Libraries 
Washington, DC 



Other members of this group, who are currently serving as advisors 
and listed or^above groups include Ronald Dubberlyv, Katherine tmerson, 
Vernon Palmour, and Frank Schick. 

In addition to the above-formal membership of this group, the follow- 
ing individuals participated in meetings of the Initial Project Advisory 



Group- 

Scott Bruntjen 
Associate Professor and 

Head of Public Services 
Shippensburg State' College 
Shippensburg, PA 



Frant'is Corrigan 
Executive Director of the 

Education Data ^Acquisition Council 
National Center for Education 

Statistics . 
Washington, DC 
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Henry Drennen^ 

Senior Program Officer 

Library Research and 

Demonstration Branch 
Office of Libraries and 

Learning Resources 
Washington, DC 

Willis M. Hubbard 
Di rectoV 

Hugh Stephens Library 
Stephens College ^ J" 



Columbia, MO 

Nicholas Osso 
Project Officer 
Library Surveys 
National Center 

Statistics 
Washington, IX . 



for Education 



Karl Pearson^. • 

Assistant Director 

California Library Authority for 

Systems and Services 
San Jose, CA 



Ivan Seibert 
Chief 

Federal/State Coordination Branch 
Division of Statistical Services 
National Center for Education 

Statistics 
Washington, D^ ' • 

Rolf Wulfsberg 

Acting Director 

Division of Postsecondary and- 

Vocational' Education Statistics 
National Center for Education 

Statistics 
Washington, DC " 
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Consultants and Consultants Panel 

- ^ — ■ . 

During the course of the Handbook -project , the following Individual 
§erved as a consultant and a visiting scholar to the Ubrary Handbook 
Project and contributed significantly to the overall outCQmes of the 
project: 

^ / 
Scott Bruntjen ^ ' . 

Associate Professor ' and 

He«d of Public Services 
Shippensburq State College 

Shippensburq, PA ^ • 

/ 

J 

The following individuals participated in a- two-day nieeting examining 
performance measures and evaluation, held in Denver, Colorado, during the 
development of^the Library Statistical Data Base. This group provided 
basic input to many of the components employed in this Handbook. Indi- 
viduals <\ve listed according to location and Utle at the time of the 
meeting. 

Lllen 0. Altman Pa^u! Kantor 

Professor President 
Graduate Ubrary School TANTALUS,' Inc. ' 

Indiana University Cleveland, OH 

Bloomington , • IN 

Donald W. King 

Michael K. Buckland ' ' President •' " 

Dean King Research, Ipc. 

University of California Rockvi 1 le J MD 

School of Librarianship ' > * - 

Berkeley, CA Harriet Rebuldela ^ 

Head i 

Richard DeGennaro Acquisitions Department 

Director of Libraries University of Colorado Library 

University of Pennsylvania ' Boulder, CO 

Philadelphia, PA / 

Other participants in this yieeting included Harold Olsen and Robert 
Burns. 
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S tate- Ley e^l Rev i ew 

Ih/i} Colorcido State Library Ayency and the Colorado Public Library 

Guidelines Cotunr^tee, alonq with other, public librarians in the state of 

Colorado, participated in a review of the state-level information needs 

as (Miiployed' in^this Handbook. These Individuals contributed significantly 

t)0 thii concepts of state reporting roclui rjements and the public library 

component as outlined in this Handbook. These individuals are listed 

according to title ,^k\ location at the time of the project. 

Linda Amaga la . Roger DeVries 

Assistant Librarian Trustee 

Montrose Regional Library \ Douglas County Public Librc*»ry. 

Montrose,' CO " . ' Parker, CO 

Ronald L. Bausch ^ Doris Lll is 

Director i Trustee ^ 

r.arfield County Public Library Delta County Public Library 

Now Castle, CO ' Motchkiss, CO 

Lslher Reamer 
I rMJstee 

IM tkin County L ibrary 
Asperu CO 

LI izabetfi A. Bowers 
DirectQr 

Weld County Library 
Greeley, CO 

Lvelyn Brewster 
Consul tant , 
Public Libraries 
Golorado State Library 
Denver, CO 

Andrith OaVis 
Director 

Rocky Ford PublJc library 
Rocky FoN, CO 

Kenfeth E. Dowlin 
Director ^ v 

Pikes Peak Regional Library 

District 
Colorado Springs, CO ^ 



Anne Marie fals'^:)ne 
Deputy State Librarian 
Colorado State Library 
Denver, CO 

Donald Gay lord 
Trustee 

Pueblo Regional Library District 
Puebl6,*C0^ 

* 

Marcelee Gra lapp 
Di rector / 
Boulder Public Library 
Boulder, (jO 

Barbcjra Hanzas ' , 
Director ^ 
Woodruff Memorial Library 
La Junta , CO 

Florence Kirwin 
Di ret tor i 
Pitkin County l ibrary 
Aspen, CO f 
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William A. Knott 
Di rector 

Jefferson County Public Library 
Golden, CO 

Harriet Lute > 
Director 

Englewood Public Library 
Englewood, CO 

Nick Law 

Networking Consultant 
Colorado State Library 
Denver, CO 

John Rickert 

Management Analyst 

Division of Managenient Services ^ 

Departnient of Administration 

State of Colorado 

Denver > CO ^ 

Robert W. Roehr 
Director 

Pueblo Regional Library District 
Pueblo, CO 



Henry G. Shea rouse, Jr. 
City Librarian and Director, 

Public Services 
Denver Public Library 
Denver, CO 

Marcene Straub 
Trustee 

Limon MeAiorial Library 
Limon, CO 

MarJoV-ie Tharp - ^ , 

Librarian 

Alamosa Southern Peaks Publ-|rc Library 
Alaiixisa, CO 

George Van Camp 
Director 

Mesa County Public Library 
Grand Junction, CO 

Evelyn W. Vratil 
Librarian 

Limon, MenioriaT Library 
LinK)n, CO 
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Reference^ Comj|one^^^^^ j 
The following individuals responded to an evaluation of the reference 
terminology and ^concepts employed in the Handbook. Individuals were 
members of the American Library Associatiop Statistics for Reference 

Conmiittee at the time of the evaluation. . These individuals are listed 

- - ■ '\ 
-according to title and locatioh at the tiiiK? of the evaluation. 



Nancy W. Bush 
Head . 

Department of Educational Media 
Auburn- Universi ty 
Auburn, A!^ 

Louise P. Kreger 
Head of Adult Services 
West^iort Public Library 
Westport, CT 

John Mielke 

Coordinator of Reference Services 
State University of New York 

at Albany (Library) 
Albany, NY' " 

Bruce Mi 1 ler 

Administrative Assistant 
Northwestern University Libraries 
F.vanston, IL 



Candace D. Morgan 
Assistant Administrator for 

Public Services 
Oregon Stat|^ Library 
Sa^lem, OR 



tugene T. Neely 

Coordinator of Public Services 
University Library 
University of Missouri 
Kansas City, MO 

Anthony G. Yari^us 

Head v ^ 

Reference Department airo 

Special Collections 
Stark County District Library 
Canton, OH 

\ 
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Acadenii c Li brary Pilot Test 
The fol Towing individuals conducted a pilot test of the ac^idemic 
component of the Library Statistical Data Base, wMch has been- incor- 
porated into the Handbook. In addition to the indivtduals named, Scott 
Bruntjen acted as project director for the pilot test. Individuals are 
listed according to location and title at the tiine of the test 

Robert S. Bravard 

L ibrary Dir^ector 

Lock Haven State College • 

Lock Haven, PA 

M . Martha* Donahue ' 
Mead of Public Services 
Mansfield State College ^ 
Mams field, PA 

Russell J. tmele 

Library Director 

Last 5trouds.burg State College 

East Stroudsburg , PA / 

Wi 1 1 iam L* Laf ranch i 

Library Director , 

Indiana Ur^iversity of Pennsylvania 

Indiana, 
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In addition to nH?mbers of specific qroups associated with the 
Handbook development, and listed above, the following individuals pro- 
vided significant contributions to the outcoiDes of this project. Jhese 
persons evaluated drafts of the Handbook or the Comn^eh^tary to the Ubrary 
Statistical Data Base. Individuals are listed according to title and 
location at the time of the project. 



Ann Allan 
Chairman 

Committee on the Standardization 
of Statistical Gathering and 
Reporting 

University of Akron 

Akron, OH 

Doris Anne Bradley 
Serials Catalog Librarian 
University of North Carolina 
Charlotte, NC 

Doris Brown ^ 
Associate *t)i r^ec tor 
Technical Servi ces 
DePaul University 
Chicago, IL 

Yvonnff* Carter 

Idutation Program Specialist 
School Media Resources Branch 
Office of Libraries and Le'arning 

Resources 
Washington, DC 

Patricia Coulter 
Education Research Specialist 
Division of Information Resources 
National Institute of Education 
Washington, DC 



J 



John P. Dessauer 
Managing Agent 
Book Industry Sti^dy Group, Inc 
Darien, CT 



Miriam Drake 
Assistant Director , 
Administrative Serviced 
Purdue University 
West Lafayette, IN 

• C ^ 

John Ldens 

.Assistant Director of Libraries 
University of Georgia Libraries 
Athens , GA 

Gertrude Foreman 
Reference Librarian 
Bio-Medical Li brary 
University of Minnesota 
Minneapol i s , MN 

K. W. Lancaster 
Professor of Library Science 
University of II 1 inois 
Urbana , IL 

James W- Liesener 
Professor 

College of Literary ar^d Information 

Science 
University of Maryland 
College Park, MD/ 

Nancy Lorenzi 
Director 

Medical Center Libraries 
University of Cincinnati Medicals 

Center 
Cincinnati , OH 

f . ' ^ 

Bernice McKibben 
Assistant Professor* 
University of Oklahoma 
Library School 
Norman, OK 
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,. Joan Maier , 
Director of the Library 
oceanic and Atmospheric 

Administration 
Boulder, CO 

Eleanor ^lontague 
University Librarian . 
University of California 
Riverside, CA 

Ld Myers 

Assistant Vice President for ' 
Student Life and- Development 
St. Cloud State University 
St. Cloud, MN 

Lawrence Papier 
Library Research and Demon- 
stration Branch 
HLW/OE ♦ ■ ' 

Washington, OC 

Alan Reese ^ 
Professor . 

School of Library Science 

Case Western Reserve University 

Cleveland, OH . 

Galen Rike 

Department ^of Library Science 
Ball State University * 
Muncie, IN 



l5oug Schmidt 
Libr.arian 

Minnesota Department of Health 
Minneapolis, MN 

JoAn Segal 

Resource Sharing Program Manager 
Bibliographic Center for Research 
Denver, CO 

Beatrice Sininons 

Senior Library Program Officer 

Office of Libraries and Learning 

Resources 
Washi;igton, DC 

Cecily Surace 

Library Director 

Rand Corporation 

Santa Monica, CA , 

Louise Sutherland 

Office 0/ Libraries and Learning 

Resources 
Washington, DC 

Erich Welch 

Rockford School of Medicine ^ 
Library of Health Sciences 
Rockford, IL 

Yvonne 'Wul ff 
Head 

Medical Center Library^ 
University ofMichigan^ 
Ann Arbor; MI 



r 
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Index 



Abbreviated cataloging--5ee Brief cataloiiipg 
Abstracts » 'liyO 

• 

Academic 

calendar, see Predomlnent calendar system 
cogrse level . 60, Jf>/ 
disadvantage, 60. nKs 

discipline/subject matter--see Discipline/ 

subject matter, 
facul ty--see Research/Instruction personnel 
learning resource center--5eje Learning 

resource center ' ^ 

minimum i^dmlsslons requ 1 remen t- - s ee /fl1 n 1 mum 

admission requirement / 
reporti ng-un1 1 structure. 52, i*Si^ 
student age ranges--see Age ranges 
student counts, 61, T7T, UU) 
student credl t-hours » 60^ it<0 
student level,. 61 , 121 , 160 
student major program, bl , 121, :f;,^ 
year, /r/ — see also Predominant' calendar 

system 

Academic 1 ibrary 
definition, 
target grouij, 60, i^a 
user group , 1 ?1 , Z.>.^ 

Academic special library--see Special library 
serving an institution of postsecondary 
education 

Access(ib11 i ty ) 

Col lection, 7b, : " 
Dial. 113, :.^;) 

Facil ity--see Facilities avaitabilUy 

Handicap, ^^ST ii't> 

Servlce-'-see Service availability 



Accounts 

payable and accrued liabilities. 77; 
receivable. 77. 198 



Accrued liabilities, accounts payable and, 

77, 19^ 

AccuT%:y. 127. 

Acqul5lt1on($) 

(?ounts. Materials. 115, r^iy 
services. Materials, 115,'^. 

Activities, Programnatlc . 95, 



\ 



Activity 

measures » 1 U . 
rate, lU , ::.^-/ 



Added copy. 117, 

Added volume, 117, /^ 

Administrative 

manhgerlal, professional. Lxecutive/, 
x83, 1*04, ':r9 

services and administrative support 
services, 96, 1 

Adm1s«^ ions -requirement. Minimum, 52, 

Adult services (Public library division), 
■'■/ ' 

Affi Hated 

1 Ibrary. 54, ; 

with a religious group, Priv^^tt^ (legal 
Vontrol ) . 51 , : 

Age' [ " ^ V • 

ranges, 59. 121 . iTi^ \ 
span, Schoojy^compulsory attendance, 

span. School permissive atl^endance, 



Aides^-se^ Office/clerical employee 
Alaskan native, American Indian or, 59^ 81, 

"^lien, ru)nresident--se_e Non-l!.S. citizen 

Al lotments--see 1 urrerit -fund revetuie 
categories 

American National Standards Institute (ANSI) 
library Statistics standard . .1 29-1 31 
standard library identification number 
(SLIN), 51 , ' ✓ 

Amortization', Depreciation/, 

Analysis. Research and 
services, 95, .".5/? 
transaction. 111, .v^;/ 

Aperture card, 72, ::i9 

Appointment, term of (personnel), ?U , 

Appropriate 

breadth (of collection), 74, l^S 
depth (of col lection)'. 74, : 
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Appropriations 

ijovernmcntal , i 

made by parent organization; 98» 

Approval plan, 116, ic^y 

Area 

Ass1gnable--see Assignable squart feet 
Gross--see Gross square feet 
of serv1ce--see Put He library primary 
service area 

Asian or Pacific Islander. 59, 81, 

Assets 

Expenditures for capital. 100, 
definition. 77, /.^w 

Assignable square feet 

def inition, ./r; --see also Gross square feet 
of shelving, 87. :ur: 

Assistant 

Student. 84. 104. .v.* ' 
Library--see Library technician 

Assoc ii^te deqree. 60. 8i\ :\'/ 

Atlas. 73. ".".'--see also Map 

AttaijMTient , Lducational. M. K*:!. 

Attendance 

; age span. School compulsory, bj. 
aqe span. School permissive. b3. ."v' ' 
School average daily. b3. ■ ^ 

Audio 

card. 7d\ 
; device. 88. 
^. disc. 7;\ : 
\page, r:\- 

I player, 88, :.h^ 

^recorder. 88, 

recording, 7?, ■ 

tape, 72, 

iape duplicator, 88, Il^k 

\;1sual equipiiiont — see Lquipinent types 

vlisiial, radio, TV facility, 8f, 

Authority file, 116, k^s 

Autoinated catalog-'-see Online computer catalog 

Automated network catalog record, 117, 

set_aJsp/61bHogrAphic utility data base 

AvaiMbility 

Col lection, ^Lii , 
Fqulipment, im, 
FarHity, 87, ' 
Service, 54, rtu) 



B 

Baccalaureate college. Academic V^brary 
in a general , 49 , ;>>;^ 

Bachelor's degree, 60, 8^!, : 

Balance, Fund, 77, 119, 

Bibl lographic 
data base, 

data base literature sbArch, 111. 
• service center. Participation in a, 
S'j, I 't) 

utility. Participation in a, 5b, /-^fJ 

Bibl iography / 
definition, 112, 
iopic of, 112. -7>i' 

Binding and rebirniing, 118. :' ' 

Black, nonhispc^^iic, 59, 81, 

Blanket purchase order, ;(.•^ 

Blind, Deaf-, 59, 82, :\\^ — see also Visually 
handicapped 

Board, Library, 52, 

Bonds and iDortgages payable, notes, 77, 

Book 

catalog, 117, 

definition, 72, 114, 115, : .'^ 
trade list. Publishers and, 
I value. Collection, 71 , / \^ 

iookmobile, 54, "''---see also Median>obile 

kiokmobile stop, ^54, v*; 

look stock , 

Borough rontro) , County or, 51, 

B\)rrowing 
Bulk, 113, 

due from or to other funds. Inter fund, 
77, 

request ( interl ibrary loan), IH, --'J^'^ 

Bound periodical, 72, 

Bralille material , 74, 

Braich 

dampus , 52 , . .li^ 
nibrary , 54 , r.(' I 

office (special library reportlng-uni t 
Istructure) , 5?, 
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Brtadth 

ColUctldh, 74,>75, 

Appropriate (jif colitctlon), 74, i?6 

' *Brief cataloging, ]}7 , IJO 

Bud^tary CCfhtrol , 127, 234 . \ 

Building identifiers/characteristics, 86, I6b\:^ 
ste'alsQ Plant . ' " 

Bulk 

borrowing, 113, 16? 
lending. 114, 

Business 

or service orqan1z*tion, Special library In, 
50, ':S3 

workers. Professional or, 62, ".'iG " 



Calendar system, PredomiAant , 56, "j:? 

■ .A 

Capacity 

• Facilities, 87 
Seating, 87, P. 58 
Shelving, 87, 26V. 

Campus 

Branch, 52, 159 
institution. Single-, 52, 159 
In a JTUiltl-campiis system, 52, i.s9 
Parent Institution/main, 52, 150 

Capital ^§sets, Expenditures for, 100, 195 

Capital -equipment, it^8 

Capital expendl ture$--see Expenditures for 
capl tal assets 

Card 

Aperture, 72-, VI9 
Audio-, 72, :r^0 
. catalog, }]7, 163 

of card copy, Librafy of Congress, 117, I'^p 

• Order, 115, 237 

Carrel , 87, 259 

Cash, 77, 193 

Catalog 

definition^ 117, 118, 168 
Information transaction. 111, 26^5 
maintenance and mroductlon services, 96, 

240 ^ 
National Uni^n, 117. 17C 
or union lis^ cooperative project. Par- 
ticipation in a union, 55, 180 



Cata 1 00— cont 1 nued 

Public, -75, t>44 ' 

record, 117, ll8,^ltfi; 
• record, autgcnated network catalog. 117, f*/o 

Special . 112, §6y. 

type, 117, 

Cataloging ' 
activity. 116, 1^9 
Brief, 117. 170 
Derived, 117,' 169 . 
-In-PublicationV 117, 17 o 
Original, 116, 169 
Services, 96, v.40 

Census date, 59. 121 , I7l 

Center 

Listening, 88, Ui^ 

Learning resource, 54, 'J!:!- 

Participation In a bibliographic service^ r 

55, 179 

Participation in a centralized processing, 

55 i U'hl 

Central 

adtnlnistration, expenditures uwde by a, 

99,195 
library. 54, '7.61 

office (Academic reporting-unit structure), 
52, :6:?- -see also Main (home) office 

Centralized processing center. Participation 
. in a . 55 , 18 J 

Certificate or diploma, 60, 82, "^M ^ 

Charge — see Circulation transaction and 
Gene ratftcT income 



Chart, 73,- 2'22 
Children's services, 



S 



Circulation 

definition, ; 
services, 75, 95, 1 13, 

througfi Interllbrary loan--see Interlibrary 

loan transaction 
through intrallbrary loan--see Intrallbrary 

loan 

transaction, 74, 75, 1 13, 
transaction. Equipment , 113, ; I'j 
transaction , Reserve , 113, : 

City control--see Municipality (including 
township and city) control 

Claim, 

Classi f ication 

revision---see Reclassification, 

system. llfTT/"^ , * ^ 
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Classified collection, 71, i/s 

Classroom 

facility, 86, 108, 
teacher, 63^- 

Clearance ;5tatu5. Security, 64, iitfS 

Clerical employee. Office^, f3, 104, IISI 

0} 1entele--see User group 

Col lection 

accessibility. 75, i?:' 
availability. 75, 17.' 
book value. 71 , 
breadth, 74, 75, 
breadth. Appropriate. 74, r:r> 
categprles , 71 , 
dlasslflecf, 71 , 7 J 
counts, 71 , J ' 
depth, 74, 

depth. Appropriate, 74, 7/^; 
development services. 55, 95, 114, 
expend1tures--see Collection resource 

expenditures 
General library, 71, 75, 114, 
Leased, 

Literature search of. 111, :U)6 
maintenance services, 96, 118, .V?7 
Nonprint, 71, 174 
Off-site storage, 71, 75, 114, 
preservation~-see Preservation 
Reference, 71 ,TT2, 
relevancy, 74 , 17f^ 
Rental . 

Reserve, 71 , ; '/ 
resources , 71 , 75, / 
resources expenditures, 99, /i^s 
resources maintenance activity, 118, 7.' 
resources maintenance services, 96, 118, 
Special , 71 , 
uti 1 ization , 75 , j: ' 

Collegia 

Ac^aeinic library in a, compreherlsl ve, 49, 

^ Academic library In a general baccalaur- 
eate, 49, ISi^ 
^ademK library in a two-year, 49, 
7ear% completed (education attainment). 

Combined '* 

authority list or file, 116, /^J 
elementary-secondary schoQl, 50, "^'^^ 

Commercial or industrial organization. Special 
library in, SO, 

Community college — see two-yfSr college 



Community referral 

services --see Referral services 
transaction, 111, 

Compensation, .83, 84, 

Competence, Staff, 127, :\5'/ 

Comprehensive college. Academic 11 binary in, 

49, lty7 

Compulsory attendance age span. School, 
63, 

Computer 

catalog. Online, 117, 
device, 88, 108, i^^ 
• input/Output device, 88, I'JJ 
material , 72, 7.i'.0 
printout, 72, r.l'.O 
terminal , 88, ^91 

Condi tion ^ode (bui Idlnq/faci 1 ity ) , 86, 

Conditions of enjj^oyment, 83, 

Consortium, network and/or coopera'tive 
endeavor, 55, / "i^ 

Construction, Yeaif^'^of (bullding/faci 1 i ty) , 

86, !f^> 

Contact, I nforTnation , 111, 
Continuation order--see Standing order . 

Contract(s )', 

Government grants and, 98, /H." 
Private gifts, grants, and, 98, 

r; Contractors , 64, 123, .'"^p* 

Contributed 
materials , ; 

(volunteer) services, 84, 99, 104, 

^^• 

Contributions--see Private gifts, grants, and 
contracts 

Control 

Budgetary, 127, ."/v 
Legal , 51 , r.L^ 

Materials organization and, 55, 
service, SeV-ials, 96, ::4i) 



f 



Conversion, Materials, 118, . 
Reclassi fication 

Cooperating library, 55, /.'V^ 



see also 



> . 
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Coop«ratlon--se€ Consortium, ftttwork, and/or 
cooperative endeavor 



Cooperative 

activi tiesdttrticipttion In local, 55, i.'i> 
actlvi ti^t^rfi'ti^ipation in regional or 

intrastate. S5» l,'9 
endeavor. Consortium, network, and/or, 55, 

project. Participation In a union catalog 
or union list, 59, !79 

Coordinative and leadership activities, 96, 
Copy, Addgdp 117, 

Copy catalogiri9--see Derived cataloging 

Copier/duplicator, Printer/, 89, 

Corporate name of parent organization^or 
sponsor, 51 , :?/•/ 

Cost(s) 

Estimated bui ldirig/fac1 1 i ty replacenient, 
86, 

Labor, 111. rJ4 

Program expenditures , direct, 99, 
Course level. Academic, 60, /'w' 



Counts ♦ 

Academic student, 61, 1^1, /^u^ 
^ Col lection, 71 , 

Employee* 61 , 63, 121 . ItUi 

Full-time equivalent, 81, 104, 108. 

Head, 59, 81, 84. 104, 105. 118. 121. \2Z, 
123, 

Materials acquisition, 115. ."/^' 
School student. 63, 

County or borough control. 51. 

Credit hours* Academic student, 60, i60 

Cross-reference , / 

Cul tural 

disadvantage, 60» ISS 
educational, and information services, 
95, 

events program* 95, 

recreational, and educational services, 
95, 112, :'>^^e 

CJrrent-fund \ 
balance. 77, 1J9 

expenditures for capital assets, 100, 19b 
revenuf categories, 98 ,"^19, 181 
source/use fonpat. 101, 



' D 

Daily attendanc^^ School average, 63, y.i>8 

IJaily membership, Schoal average, 63, yiu^ 

,Oata base 

definition, 112, 184 

literature search, Bibl iograph^i^ , 111, ::0t) 
Day. School . 56, :^,s.s 

Days open to user group--see Servfie avail- 
ability - 

Deaf-blind, 59, 82, '-^^-^--see ajhio Visually 
handicapped 

Debt service, 184 

Deferred 

charges, Pre^tald expenses and, 77. I98 
revenues / 77 :99 

Degree-'-see Educational attainment and Highest 
degree offered/obtained 

Delivery services. Interl ibrary . 95, :"^9 

Deposits, 77, IJ9 

Depreclation/amorti zation, \84 

Derived cataloging 

definition, 11 1 .U^9 

'Sources of. 117." \:o • ^ 

Depth, Collection 
definition. 74. 
Appropriate , 74 . ; 

Development services. Collection, 95, 114, ':.y3 

Devices--see Equipment types 

Dewey decimal classification. 116. ."'"".v 

Dial access, 113. 

Disadvantage status. 60. 121. \8b 

District control. School. 51. 

Diorartw. 73. Vr?.?. 

Diploma, Certificate t)r. 60. 82. ?.04 
Direct costs. Program expenditures. 99. 
Directional transaction. 111, ?.0o 
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Disc 

Audio-. 7L\ rvo 
Video-, 73, r.ri 

l)ischanje--see Circulation transaction 

Discipline/subject matter, 60, 61, 6J, 74. 

1^1 , 122, 123, lii^ 
Display device, r.lectronic, B8, 108, I 
Display materi(il, Llectronic, /l, 
Dissferai nation of information, .6elective 

activity, 112, 

services, 95, 

Distribution services 
E(Ujipment» 
Media, 95, 
Resource, 95, 

Division 

Graduate/professional, 60, 
Lower, 60, * ' 
Publ 1c 1 ibrar,y user, : ; 
Upper, 60, " 

• Doctoral dt?qreo» 60, H2 , 

Doctoral-granting institution. Academic 
1 Ibrary in a m<v)or, 4*), .'.V 

Dol lar anwunt , 7 / , 

DolKtr equivalency, /7> 84,- 

Dolldr equivalency of contributed (volunteer) 
services-'See Contributed (volunteer) 
services 

Domestii nongovernment publ i c.it i on , /S, 99, 

^15, ■ 
Donated 

materfal --see Contributed material 
services--s_ee Contributed (vount.eer) 
services 

Dry-carrel , 87, ■"'S^' 

Dupl icator 

Audiotape, 88, 
Printer/copier, 89, t'^^^ 

Duration, Transaction, 111, i'.^-^ 

E 

Economic disadvantage, 60, //^^ 
Education programs. General, 95, r.M^ 
Educational attainment, 61, 82, 122, z.'^'^- 



r.duc«t1onal strvicus. Cultural, recreational, 
and, 95, 1 12, ::My 

EffectivenesS'--see Perfo»^nce measures 

Electronic display . , 

devlto. 88, 108, 
material , 73, 

i 

E lementary 
school , 49, 

school years compVeted (educational 

attainment), 61/, 
-secondary school/. Combined, SO, 

tmployee{s ) 

competence- -see Staff competence 

counts, 61 , 63. 121 , . 

definition, l^K ^ee AL^P Personnel 

resource cat/egorles 
Exempt, 99, //-.^ 

morale--see Work envtronment/staf f 

morale' 
rionexempt , 99 , 

Research/ instruction, (>! 121, i:-2„ 123, 

time- -see Person time 

Employment categories 

of adul t. population, 62, 122, " ■/^ 
of library personnel -see Personnel 
resource categories 

employment. Personnel conditions of, 83, : ; n 

Endowment 

and similar fund balance, 77, :.>.> 
income, 98, 

English, proficiency with, !>^, :'/.' 

Enrollment, School grade or year, 63, 122, 

Entrance reguirement--see Minimum admissions 
requirement 

r 

Entry, 112, 

Environment, 48- 56- -see also Work Environ- 
ment/staff morale 

Equipment 

availability, 88, ' 
circulation transaction, 113, I-'^:> - 
distribution services, 95, '3' 
identifiers, 87, 108. .'^^^ 
noncapital, 99, /P-/ 
^ownership status, 87, 
rental , 87 

types, 88, 108, l-.h^ ■ 

I 
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Equivalent (-cies) 

counts. FuH-tlmt. 81. 104, 108, 

OoMar. 77.., 84. lOS, 

Volume. 71 . .^V 

Estimated bul Idlng/faci 1 1 ty replacement cost, 

86. ir^e ^ 

fthnlc ijentyicatlon. Race/, 121, r.-ii) 
Events programs. Cultural. 95.. 
Exchange 

and delivery services, Interlnstltutlonal , 

95, 113, 2^9 
G1 fts and, :un 

E xe< u 1 1 ve/ admi rvl s tra 1 1 ve/nvinager \ a I pro f es - 
sional , 83, 104, 

fxempt etiiplpyeo, 99, -see .ilso Profes> 
slonal 

\ iHilbU, 71, l]c\ 

Expend 1 ture(s ) 

cate(jor1ps and Jtransfers, i:n- hf6 

Collection resc^rce, 99, 

(direct costs), Pro9«am, 99, 

for capital assets, 100, liKS 

made by a central administration, 99, ij-i 

made by another agency, 99, !9:^ 

made by the parent organization, 99, /,'^'' 

Extension of library services. 



Eaclllty(-les) 

availability, 87. 

capacity, 87--sa§^l^so Assignable square 

feet and Gross square feet 
characteristics, 86, .'^'' --sej} also Room 

use categories 
n«asures, 107-109, 

r'eplacement cost. Estimated building/, 86, 

resources, 85-89 

Fact-finding transaction. 111, luu^ 

Faculty--sec Classroom teacher and Research/ 
InstructTbn personnel 

Family income. 62 » 122, 

Federal 

agency (reportlng-uni t structure), 52, 
agency. Special library maintained b^and 
serving a, 50, '^^'"^""^^^IL-^J-y?^ Nationjil 
^library 
control , 51 , 1U3 

I1brary--see Special library maintained by 
and serving a Federal agency 



Fees--see Generated Income and Tuition and 
Fees 

Feet 

' Assignable square, 86, lt)8, i(>-" * 

Gross square, 86, :un - 
, of shelving. Assignable square, 87, 
of shelving, Einear, 87, 

Fiche 

catalog, 117, laa ' j 

defini tion-^see Microfiche ' ( 

Fiction, 19/ 

File 

Authority, 116, lf>3 
material. Vertical, 72, r l> 
Reference, 71\ 
I Vertical , 71 , .: 

Filled ( Inter 1 Ibrary loan) 

borrowing request--see Request filled 

Within user specified time 
lending request , 114, ' 

M1m--see Notion picture film and MUrofllm 



!"i Imstrip 

or M Im^trip set , 73, 
proje^itor or viewer^ 88, 

Financial 

management and operations, 96, 
measures, 97-102, 
resources , 76-78, /i' ^< 



First professional degree, 60, ' ■/ i 
Fiscal period, 56, /.^'--see also Mnancfal 
For-profit, Private control, 51, .':/o 
Foreign nongovernment publication, 115, 
Fornnat 

Materials, 72-74 , 99, 114, 118, ;\' ■ 
Orl^ginal ,114, ; 
Reproduced, 114, 

4-1-4 plan, 56, r.^:: 

Four-year senior 'high school, 

Fringe benefi ts , ,83 

Ful 1 -text f\ 
retrieval (lata base, 
retrieval transaction, 113, r.Oi^ 



30 



1 ^ 




302- 



Nill-thne <Jf|ui>)s»Ur>t^ (FTF) counts, (AiAiietiik 
sti/drnt), 

J rull-tlme equWrtlttfH. (f^Tt) counts, ((mploy^f), 
• ai, 104. 108, Jtji^:^^ ■ s ' 

\ 

Ujnd(s) ' 

bdlrtnces . /8, 119. ::^:> s 

for renewal Am] replacement, 78, 

for retirement of Indebtedness » 78. :i^:> 

Restricted. ^8. r.:^: 

revenue categories. Current, 98, 119, 

Unrestricted, /)8> ^ 



(ieneral ^ 
. barcalaurecite colleije, Ai,adem1c library in 
a, 49. 

i lrculatU)n ser;wi1ces, "-h , 

cin ulatlg^ transaction. 11.], ' 

iHlijcat \'fin proi)r^HD. ^^S . 

1 ibrary^ col lection, 71, 7^.,l|.l. 

r*eference lollectiDn, VI. ' 

use faci.Vi ty, 87 . 108 . . .^ 

tHMier*ated truoim*. 98. . 

tiifts and oxchdfiqes. _ ' 

(lifts, grants, and contrat.{:s. f'rivate. '^8. 

Tilobe. 7 3, -^-set^ Ail so Nap 

tiovernnHMit (a 1 ) 

agency, S[)ecial library mauuained by and 

ser ving vi . bO. b4 , 1 J.' , 
appropriations , 98, . . 
grants and contracts, ^h\f ■.• 
^?ff1i ials, 64, \.\\ :•('. 
pub! i cat Ion , 1 . . 

ijrade or yeat^ enrollment. School. -1.^'; ^ 

Tiraduate 

i /professional division, bO, .. ' 
s tuitents . bl . 1 c 1 , ;(\' 

Grants and contracts 
Governmental , 98, 
Private gi fts . 98. ,.s 

Graphic or reproduction device, 89, 108. /,\? 

Gross sgbare feet, 86, \ ' . 

Gr-pup transaction. 111.. 1 ; 



f^and1cap(ped) 

access (facility), 86. 

category. /!>9, 82, KM , / 

Special ei^lucation school for* the, ^U), '.•u*' 

Meadcount. b9, 81, 84, 104. lO'j. 118 KM. 

12;\ l^J, i.'K'i \ 

Meadguarterrs-. Library, j ; / 
Health 

handicapped, b9, 8c. "t'.^ 

safety, and security services. 96, 

Hearing handicapped, b9. 82. 

Hhjfi school r 

def1n1tlon--see Secondary school 
yoars iomf)leted (educational at ta i nim»nt ) . ' 
61 . ' 

yighest. degree offered/obtained, (>(), 
Ml span tc . S9. 81 . ; 

fV^ldinys--see (ol lin t ton r*esourt t»s 

Hologram. 7J, . . ' 

Monte offkes--see Main (home) office 

Hours 

Academic studwnt credit, 60. 
Information service, llj, 

fiousetio 1 d wor'kers , Serv 1 1 e and , b.' . 

1 

IS8N--see International standard 8ook dumber 

I SSN- -see Intorna t iona I standar-d Sor i a 1 " Number 

Mil tera te . furu t iona 1 1 y . 00 . ; ■ . 

I ncome 

1- ami 1 y , bi-* , 1 , " ;,r 

(of 1 ibrary ) --see Current-fund revenue 
categories 

Incomplete high sthcol . . / 

Indebtedness , f unds for* t*et i i*ement of , 
78, 

Independent, Nonprofit (Jegal < ontrol 
^^1 , ■ " ''^ 

Indofuvident speiial lihr\jry. '>0 . 64. *1 <M . - ; 
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Index. 

Industrial organisation. Special library in 
71 commercial or, 60< 

Information 

area. User. 86. L><s,5 
(^ontact, 1] I . r.Ob 
Selective .dissemination of, 
service hours, 112, 'dO/ 
services, 56, 96. 111. -JM^ 
services^ Cultural , educational, and. 95. 

Input/cjMtput device (computer). 88. liU 

Ihstitutlon of pos tsecondary education. Special 
library serving an. 50. r>3. "^''^ -'^jee also 
Academic 1 1 brary 

Instruction employee. Rese<irch/, 61, 63, 64, 
]?] , 1;M, • 

\ Intel let. tuj 1 dimension (of the collection), 

Interbranch lo^n-'See hitralibrary lotui 

Inter fund borrowiixj duo from and to other 
fijnds, 77, 'y-^ ^ 

I 

InttMUistl tut iona 1 e^xt haiuje .ind delivery 
servUf?s , , 113, "/.^ 



Joint 

acqu1Slt1ons--$ee MateriaU acquisition 
counts 

libra^y, (Academic reportl ng-uni t struc- 
ture), 52, Ib9 

library, (Special reporti ntj-unl t structure), 
54, 



Junior col lege--see Two-year college 
Junior high school, "^9, .^^^^ 
Jurilor-senior high school, 49! 



K 

t/so f 



Kit, 74, :;::.^-~seo afso filiustrip or filmstrip 
set 



lAbor lost , 111, ■ .^-^ 

Laboratory f<\cility, H6, lH)8 , '.«: 

Lag time, 7S, Ml, ■ 

Language prof icienc/^ 59, UM, 

Leadership activities, Coordinative and, 
96, 



Interlibrary cooperation-see Consortium, 
network, and/or eooperatfve endeavor 

Inter library loan ^ 
borrowing activity, 75 j 113, y.o-' 
definition, J 
lending activity, 1 
services, 5[^, 95, 

International Stami^rd 
Book Number (ISBN), 
ferial Number (ISSN), 

Intra library loan, 113, ''09 

Intrastate cooperative activities, Partici- 
patldn In regional or, 55, }:j 

Investment(s ) 

definition, 77, 19B 
In plant. Net, 78, n}9 

Issue, :)09 



:--see also 
*;ee ^Hso l^ont a 1 



Leaflet--see Pamphlet 

Learning resource centet'. 54, 
Schoo'l library/media center 

Leased col lection, ." 
col lection 

Legal control . 51 . " . 4 

Lending--see alfo Circulation serviies 
activity. Tnterlibrary loan. 1 14. ."V^^ 
BuU. 114. .V^ ' 

request (interlibrary loan). 75, 114, 
Level 

Academic course. 60. /.'^ ' 
Academic student. 61. 121. ' 
of research invalvement. 6U, 63, 64, 121, 
122, 123, 2bi) 

Liabilities, 77, VJ^^ 

LiaUon activities, 96, 

Librarian, 83, 104,' DSO 
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library 

Acail^ic, 49. 56, 60-61, 121, 
Affiliated, 54, 
a5>ncy. State. 52, 
ass1stant--see Library technician ' 
boai'd, 5?» ^-ii^ 
* Branch, 54. f 
Cejitral ,^S4, y6l 

.collection. General, 71, 75; 114, /.\?--see 

also CollectfoM categories 
Cooperating, 55, iso' 
definition, :: 
headquart^i's , .";•/ 



'i'f 



identification number, Aniericao National 
Standards Ifistitute Standard, 51^' r. N 
identifiers, 51 . 
Joint, 52, 54, :uu; 
location, 51, r:-t 

/nwdid A.enter, School, 49, 55^ i^^-b] l22 

y \ ^ 

of Congress card or card copy, 117^ / 
. of Longr(>ss c !(^ssi f icatlon, 116, 
Public, 4<^, 52, 54, 55, 61-62, I22-12J, 
professional, Sptnialist/, HI, 
School'-soe School 1 i brary/ii)ed1 a tenter 
Speri«], ^a), 53-54 , 55,>J-64, 122, ::r,^ . 
technln.Hi, 104, 
typos, 49-50 

I Miear feet^uf shelving, H7, r.r^r 

I I'.t 

Auttiority file or, 116, n'.^ 
cooper.it ive project. Part ic ip<ity1on in a 
unron catalog or union, 55, !:u^ 
. Seri.iK, 117, 

\ 

ListeYiing center, M8,^ 

Literatcjre search t rdnsac t , 111, 



loan ^ ^ 

\^^t)\^ I ibrary , 1 1 J, r.oi/ 

services — see Circulation services 

ser'vues, InterUhrary, 55 , 95, 113-114, 

I oca 1 

rooperative activities. Participation in, 
55, ; \f 

government agency. Spec i a b 1 ihrary nwintained 

by arid serving a, 50, "/>*./ 
public school system, 53, 

Location (of library), 51, ."/•/ 

Logistical services, 96, ."73\^ 

lower divisiorr, ^,^0^ 



Machine- 
assisted reference seivices, 95, :*3;^ . 
^readable data base-- see Oata base \ 
readable data base I literature search- -tee 
Bibliographic data base literature search 

^jagnet1c' storag^i 72, ::::o 

Magnified material, ProJe/:ted or, 73, ;:;:/ f 

Magnifying device. Projecting or, 08, lOH, /y;: 

Main campus. Parent Institution/, 52, 

Main (home) office, -53, :u>.^ 

Main library--see Central library 

Maintenance 

and production. Catalog, 96, 
Col lection, v^i 

P1ant--see Physical plant services 
services. Collection, 96, 118, 
services. Collection resources, 96, 118, 

."■/; 

, services. Stack, 96, ::i : 

Mtijor doctoral -grantitig institution, Academic ' 
1 ibrary in a , 49, ' 

Major program. Academic student, 121, 

Management services, 96, 

Managerial professional , Administrative/ 
executive/ , 83, 104, r: if 

Mandatory transfer-out, 100, 

Manpower resource categories --see Per'sonnel 
resource categories 

Manual workers; b2 , 

Manuscript , 74 , 

Map, 73, ;'.:."---see also Atlas and dlohe 

Master's degree, 60, 82, r.o^ 

Material (s) 

acquisition counts, 115, 

acqulsftlort services, 55, 96, 115-116-, :'A0 ^ 
cdnyersion, 118, ^'''--see aj^so Collection 

resources maintenance services 
fonnal, 72-74, 99, 1 14 , 11 5, 
orgarnzati\)n and control services, 55, 96, 

1 16-1 18,)'/; 
Precatal^>g^d , 117, / \' - 

- I ^ 
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Media 

center. School library/. 49, Sb, 62-63, 

distribution services. 96, ".^^ 
mobile, 54, ^o'l 
mobl'le stop, 54, lUU 
professional, 83, 103, :*-M) 
technician, 83, 103, .^^^ 

Mentally handicapped, S9, 82. 

Micro- 
fiche, 72, 

\. film, 72, 
• film catalog, 117, /ft'^ 
form, 99, 116, r.H) 
form reader or reader/printer-, 88, 

/ 

Middle school , 49, :';>-^ 

Minimum admissions requirement, (>0, 62, ' '■■f 
■ Mobile unU-'-see Bookmobile cMid Medlamobile 
Mock-up, /J, ^- / 

Model , 73, / \ 
f^nograph, .'X'.' 
Month 

Service, 84. 104, 118. •.v.'.*- 
Typkal . 

Morale, work environment/Staff, 1J7. 

Mortgages payable, Notes, bonds, (Snd . 77, 

Motion picture film. 73. '"'-l ^ 

Motion picture projector, ^8. 

Multi -campus system, Campus in a» 'o2. 

Multl handicapped. 59. 82. 

Municipality (Including township and city) 
control . 51 , 

< 

Music score--^ee Score 

N 

Name authority list or file, il6. 

National library. 50, 'JfS 

National Union Catalog/ 117. i:-0 

Net Assignable area--Vee Assignable square 
feet 



Net Investment in plant, 78, ' 
htetwork 

and coopcratfw endeavor. Consortium, 55. 

; \) 

catalog record, Autonwted, 117, i.'O 
New library, 
Newspaper, 72,. 

Noncapital equipment, ^''^ 

Nontertlficate student, Nondegree/nondiploma , 
61 , 121 , itU) ' 

Nonc1rcular(*d volumes reshelved, 75, 112. 113. 

Nondegree/nondlploma/noncerti f icato student , 
61 . 121 . itu^ 

Nondlploma/noncertificate student. Nondegree/ . 
61 . 121 . 

Nonexempt employee. . also f^or*sonf>t»l 

resource categoru's 

Nonf Ictlon, ''"0 

Nongovernment publication 
, domestic. 75. 1 15. : ^ 
foreign, 115, ' 

Nonhispanlc. black. 5^), 81 . 

Nonhlspanlc. white. 59. 81. rJJ 

Nonmandatory transfer-out . 1 00 . 

Nonprint 

tol lection, 71 . / ' ^ 
inateri als . '-'V' 

Nonprofit, Independent (legal contix)!). SI. 

; 

Nonpublic control --see Private ( legaTcontrol ) 
NonpubHc school system, 53, ' 
Nonresident alien. 81. / * 
Notes, bonds, and mortgages payable. 77. 
Number of tr'ansactions . Ill, .'.'.^.^ 
Numeric data base. Ui-^ 

\ 
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0 

Object of exp^indlt^re, 99 

Obi 1gat1on--5ee Liabilities 

Occupational/vocational school --see also 
Vocational -technical school 
Academic library In a mul ti-*program, 49, 

Academic library In a slngle-programt 49, 

158 

Off-Site storage 

collection, 71 , 75. 114, 174 
facility. 87, :\sj 

Office/clerical employee, 83, 104, SM 

Office facility, 86, 108, rt^^- 

One-teacher school , 49, r'.s^ 

Online computer catalog, 117, if'"^ 

Open stack/reading room, 86, r^v^ 

Operating expenditure—see Program expendl- 
^ tures (direct costs) 

Operations effectiveness, 127, .'.W 

Order 

Blanket purchase, 115, ityb 
card, 115, r.r.r 
Purcha^, 115, "-i ' 
Standing, 1 IS-,- * r^* 

Order*1ng\terv1ces, %, y-iO 

Organization 

and control. Materials, 55, 96, 116-118, , 
code (of parent organization), 51, 
control --sjre Legal control 

Original 

cataloginf>.^16, 
format, 114, lU'D 

Orthopedlcally handicapped, 59, 82, <'03 

Outcome measures, 127, 

Outlet. Service, 54, 260 

Output device (computer )/ Input , 88, 191 

Overhead transparency, 73, 

Ownership status. Equipment, 87, IS J 



Pacific Islander. Asian or» 59v '^^^ 
Pafle, Audio, 72, :m 

Page/stydent asslstant/shelver, 83\ 104; 231 
Pamphlet, 72, 219 / ^ * 
Paraprof ess 1 onyl --see Library technician 

Parent organization. 

Appropriations made by» 98, ISi 
* Corporate name, of v 51, 314 

Expenditures made by, 99, 194 

/Institution, 52, n9 

Organization ^ode--see Organization code 

Part.-t1me counts--see Full-time equivalent 
(Ft^) cpunts 

Part-ttme employee, 83, rr.8 

Partnership, Special library in a, 50, 

Patron>-see User group 

Payable 

and a(;crued liabilities. Accounts, 
'^^^jotes , bonds, ana mortgages, 77, I98\ 

Perfonnance measures, 127, 

t 

Period, Fiscal , 56, I9i^ • 

Periodical, 72, 114, 115 • 

check-in services--see Serials control 

s^ervlces 
definition, :us 

P'ermissive attendance ag^T^pan, S(^hool , 63, 

Person- time, 75, 111, 

Personnel ^ ' 
conditions of employment, 83, '^^8 

- Identlfrers/tralts. 81, 82, V.'^.h 
measures, 103-106, iliZ 

<^ resource categories , 83 , 104, '"^^^i^-'Se^ ajso 
Employee and Staff 
services, 96, 243 , 

Phonod1sc--see Audlodisc 

Phonograph record--see Audlodisc ^ 

Photographic device, 89^ 108, \\)3 
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Physical plant operations, %\ -•^•/--see a^lso 
Plant " 

Physical processljig 
. definition, 118, ::m 
services, 96, 

Physical unit. 71 , 114/ 115, 

Pictorial representation, 73, 

Picture, 7^, .V 

Picture film. Motion, 7J, r.r: 

Picture projector. Motion, H8, /:^v' 

Plan. Approval , 1 1(>, /f;' 

Plt^nning and program tie^e1opn>ent , ^6, 

PKuit (asset), 7/. Ln^ 

I'Kint fuiui, unexpended, /M, 

Plant ma intenance- -see Physical plant 
operate on 5 

t 

Plant, i^et /investment in, 78, 
Plant* op^at ions . Physical, '^b , rN 
Player, Audio. HB, -ih^ 
Player. Videotape, 8H, :jr 
Pledges receivable, 77, ij' 
t^oiicy effectiveness, ]^7, 
Points, l^;vicv> , 

Pos tsecondary education. Special library in 
an institution of, 50, 53, 55, 63, , 

«.'- -see^\ 1 so Academic library ^ 

Precatalogued material, 117, 

Predominant calendar system, 5(>, ^ 

Prepaid expenses and deferred charges, 77, 11)8 

Preparation and maintenance. Materia Is- -see 
Collection resources maintenance 
servi ces 

Preservation, 118, //-'^ 

Primary language, 59, *■/." 

Primary service area. Public library, 54, 61, s 



Print and print f^icsimile material, 72, :w 

y 

Print (6r printed) nwiterlal, 72, 115, 
Printer 

/copier/duplicator, 89, iiK^- 
Microform reader or reader/, 88. 'V" 

Printout, Computer, 72, 

Private 

(Legal control ) , 51 , r. 
gifts, grants, and contracts, 98, If^:: 
sector. Special library in a. 50, 53-54, 55. 
63. 12?. 

Processing 

center . Participation in a centralized. 55. 

Centralized. I'^o 
Physical , 118. ;\W 
services. Physkal. 9b. •/ 

Production services, catalog maintenance and, ' 
96. "-/.^ V ^ 

Productivity. 127, ■ ; 

Professional 

affiliations or appointments. 82. 

and business worker, t)2 , "^■ 

degree. First. 60. ' f^/ 

division. Graduate, 60, ' 

Lxecuti ve/adminlstrat jve/managerlal , H3, 104, 

institution. Academic library in a sjie- 

ciaHzed or, 49. 
organization. Special library in a trade 

or, 50 > \ 

.Specialist/library. 83^104, :::i> 

Proficiency, Language, 59, 

Profit (legal control). Private for-. 51, 

' :/3 

"iVogram(matic) 

activities. 55. 95-9b. ' 3,- 
Cultural events. 95. \^ ' 
development. Planning and. 96. /: 
expenditures (direct costs), 99, 
General education, 95, ::3r' 
measures, "3.^-::36 

Projected or magnified material. 73. 

Projecting or magnifying device. 88. 108, l^^r 

Publ ic catalog. 75, ; 

Public (legal control), 51. :^73 
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Public library 

definition. 49. 52, 55. ^44 

primary jtrvtce area. 54, 61, 

repof ting-unit structure, 6^, ?.4S 

target group, 61-62, 246 

user division, 247 

user group, I-ZZ-IZS, y>47 

# 

Publ1c\relat1ons and development. %. ^4P. 

Public school system. Local. 53, 

Public serv1ce$--see Cultural, educational, 
and Information services and^Resource 
distribution services 

Publication 

Domestic nongovernment. IIS. 
Foreign nongovernment. 115» '^17 
Government. 115. 

Publ isher source. 1 15 

Publishers and book trade list. '^1*0 

Pupi 1 , 

/Purchase order 

Blanket. 115, .VT.s 
definition. 115, LW/ 

Quarter, 56, 

R 

Race/ethnic identification, 59. 81. 121. 
Radio. TV facility. Audiovisual. 87. 
Rate, Act^ivity. Ill . :\U 

Reader or reader/printer. Microform. 88. /i?;: 

Readers and research advisory 
services, 95. :'M> 
transaction. 111. 

Reading room. Open stack/. B6. 

Reading/ study room. 86. r.h^ 

Rea^y reference collection. 71. 173 

Realia. 73. 

Rebinding. Binding and, 118. 177 
Recataloging, 117, 170 

Rece1pts--s^ Current-fund revenue categories 



Receivable 

Acoounta, 77. 198 
Pledges, 77, 198 

Receiver, Television, 88, 192 

Reclassification, 116, I7i 

Record.' CataTog, 118, iti9 

Recorder 

Audio-, 88, 190 
Videotape. 88, 191 

Recording, Audio-. 72, *?,20 

Recreational, and educational services. 
Cultural , 95. 112. 2^6 > 

Reference 

collection. 71 , 112, 173 
entry--see Cross-reference 
files, 7TT i"^ 

services--see Information services ^ 
transact lonT^ 1 1 . -^^.'> 

Referral 

services, 95. 236 
^transaction. 111, '?.07 

Rl^onal (legal control), 51, ?.13 , 

Regional or Intrastate cooperative services 
Participation In, 55^ 179 

Reimbursed services, 2^1 

Relevancy, Collection, 74, 176 

Religious group, Private (legal control), 
affiliated with a. 51 .. ::i3 

Renewal 

and replacement. Funds for. 78. IJ9 
transaction. 11.^. :U)0 

Rental 

coUectioriF. V.^l ^ 
Equipment. 87 

Replacement 

cost. Estimated building/facility. 86, ii 
Kunds. for renewal and. 78, 199 

Reportlng-unit structure 
Academic, 52'. /5P 
Public library, 52, 241^ 
' School . 53, 2^7 
Special 1 ibrary . 53. 

Reproduced format. 114. i'-09 
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Reproduction devtcer, Graphic, and, 89, lU^'^ 

Request (Int^rHbrary loan) 

Borrowing, 113, ^ 
Filled within user specified time, Itf, :U}8 
Filled (lending), 114, PMi? 
Lending, 114, 206 

Requi r*ement , Minimum admissions, 60, 62, 

Research advisory 

Services. Reader^ and. 95. ;M6 
transaction. Readers and. 111, 

Research and analysis 
services, 95, :\^6 
transaction. III, :U).' 

Research/ instruction employee, 61. 63, 121, 

] n, ;\'>;' 

Research involvement. Level of, 61, 63, 121, 
123, .":>:: 

Reserve 

circulation tr.insac t i on , 113, .' 
col lection , 71 , / 
services, %, "^^^ 

Reshelved, Nonclrculated volumes, 113, 112, 

Resource (s ) 

categories. Personnel, 82, 
center, Li^arnlng. 54, 
Collection, 71, 114, / 
distribution services, 96, 
effectiveness, 127, :\W 
financial, 76-78. i^:' 
maintenance service, Collection, 96, 1 
sharlng-'^ee CpnsarjLlum, network , and/or 
cooperative efJdejSwr 

Restricted funds, 98, 

Restriction categories. Revenue. 98, :>.s:! 

RetlremtMit of Indebtedness, Funds for, 78, IJi) 

Retr1eval--see Full-text retrieval transaction 
and Search 

Revenue 

categories. Current- fund , 98, 181 
deferred. 7>, 99, 199 
restriction categories, 98, 

Revisions, Classi f Ication— see Reclassification 

Room use categories, 86, HbV. 

Rural community. Public library in a, 49, 
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s 

Safety and security services, Health, 96, 

Salaries and wages, 99, nN 
Sales and service workers, 62, 
School 

average daily attendance, 63, ;>.s^ 
average dally membership. 63, P.bS 
calendar—se^ Predomlnaht calendar system 
classrooms-see Classroom facility 
completed (eSucational atta1nm«nt)--see 

Educational attainment / 
compulsory attendance age spani 63, 
day, '56, '^biy / 
definition. 2b*^ / 
district (legal control), 51,/:n.^ 
entrance requ1rement--see M1f|1mum admissions 

requirement 
grade or year enrollment, 63/. 
hours--see School day / 
learning resource center--s(fee Learning 

resource center / 
library/media center, 49, ^S, 
permissive attendance age "span, 63, ' 
reportlng-unit structure,/ 53, ."o/ 
student counts, ^63, / 
system, local public, 53/ ;:.'>/ 
system, nonpublic, 53, J|>>' 
term, 
year, r:i!i 

years completed --see fducatlonal attainment 

School library/media (.enter 
definition, 49, 55, 
target group, 62-63, r.:^r^ 
user group , 122 , r:^ti 

Score, 74, 

Search 

transaction. Literature, 111, 
Selection dissemination of Informatlort", 
112, :::>j? 

Searching and verification services. 96, ;''/(^ 

Seating capacity, 87, r.tu^ 

Secondary school 

Combined elementary-, 50, J^.^ 
definition, 49, .^w ^ 

Secretarial/clerical employee, 83, 1047 Ho? 

Security clearance status, 63, 

Security services. Health and safety. 95, 
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^'^D Also" reference, 18 1 
"See'* r<tferen<SI, an 

r- 

ve di^sominatlon of infoniMtion 
ACtivUy, n^, '^iJ. 
search, IIZ, :\5:>y 
services , 9f), 

Semester, f)6, 

Senior high school, 49, ::.>^- 

'Senior hlqh school. Junior-, 49, ::.s.s 

SorlaUO 

authority list or file, 116, //-.^ 
control services, %, 
definition, 72, 
1 1st, 11/, ;f>v^ 

services, 72, -see also Suti^riptlon^ 

Servlce(s) 

, and household worker,* (>?, 
ar'ea ► r>ubl 1 c 1 ibrary primary . ')4 , 
aval labi 1 1 ty , S4, . 

center. Participation in a bibliographic, 
Sf), /.'i^ 

Contributed (volunteer), 99, 104, lOS, v/.;.s 

employee, 104, 

hours, S4 , : fu) 

hours. Information, 112, 

( library )-•- see Prograninat 1c activltlesr 

nwnth, 81 , Tm, /.'^^^ 

0!*gani ration , Special library in a business 

or, SO, ."(-\^ 
outlet, S4, rt>(' 
point, S4, .Vo/ 
Suppl ies and, 99, Itf^t 
workers, Sales and, 62, ' /f* 

Set, Filnjstrip or fllmstrip, 73. ;\-:;--see also 
Kit 

Sex, S9. 81 . 121 , :>>.■: 

Shelver, Page/student assistant, rM 

Shelving capacity, 87, r.trr 

Simulation material , 73, 

Single-campus Institution, S2, ni) 

•Singlfe program occupational/vocational school. 
Academic library in a, 49, 

Single site organization, S3, 

Single term, S6, 



sHde 

projector oil viewer, B8. n^:^-^- 

Sound record1ng|--see Aud Iodise, 

Source - 1 

of com;)ensatlon, 83, "■'-•'^ 

of derived cataloging, 117, i:o 

of funds--se4 Current-fund revenue * 

categories 1 
Publ isher, lllS, ' 

Spe(;1a1 catalog 
deflnitton, r*^n: 
topic Of, 112'. r.(^^ 

Sf)erial col It^ctiln , 71 , ; a; 

Special educa^ioCi school for' handicapped, 
SO, • 1 



Special 1 Ibrary ' 
definition, "tfo 

repck'ti ng-uni t structure, ^3, S4 , 
target group, 163, 64. 'V',*^ 
user group, 1-^2, 123. 



Special services^ 9S, 

Sf)ecial use facil;ity, 87, 108, 



Special ist 

/library professional. 83, 
Subject, 83, 

Speech handicappe^, S9, 82, :\K^ 

Square feet 

Assignable, 86, 108, .v'" 
Gross i 86, 

of shelving. Assignable, 87, 

Stack 

definition, 86, .>.^ 
maintenance ierylces t 96, 
/reading room. Open, 86. ",s.^ 

Staff --vs^e ajso tmpiloyee and Personnel 
competence , \ 

morale. Work epv^i^onment/ , 127. "3.; 

St^^ndard librar*y Ide^itlf ication Number, 
American National ^andards Institute, 
51, ri-^ \ 

Standard Metropol 1 tarAstatistfcal Area 
(SMSA), SI , ;:;,s * 

Standing (^jjntlnuatlon) order, 116, 
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State 

Department of Education, 53, 26? 

education agency, 53, 257 

library, Bee-'if^at also Special library 

maintained by aj|y[ serving a state 

government agency 
library agency. &2, 246 
or territot-ial control, 51, 213 



\ 



Stereograpii, 73, P, 



Stop 

Bookmobile, 54, 261 
MediAmobile, 54, 261 

Storage 

collectloti. Off-site, 71, 174 
facility. Off-site, 87, 25? 



Strip-film— 5r<e Fllmstrlp^r fi 



Student 



Imstrip set 



as>'1 statit , 84', 267 > 

coants. Academic, 61, 121,\:ff^; 

counts » School, 63* 

credit hours. Academic, 60, uw 

level. Academic, 61, 121, idO 

major program, -Academic, 61, 121, 160 



Study facility, 86, :\'>J 

Subject ^ 
authority' list or file, 116, 163 
heading, 267 

matter. Discipline/, 61, 74, 121, ist), 2:^2 
'Specialist » 83, 



Subscription, 115, 267^ -see also Serials 
service 

Superintendent of Documents classification, 
116, 

Supplies and services, 99, I94 

Support services. Administrative services and 
administrative, 96, 241 

Supporting -facility, 87, 108, 253 

System, classification, 116, 172 



Taraet group 

Academic library, 60, :53 

defijfiition,^ 268 
' i dent IfiersVjtra its, 59, 268 
^ Public libralh>, 61, 246 

School library, 62, 25S 

Special library', 63, 64, 265 



Tape 

Audio- I 72, 220 
duplicator, Audio-, 88, 190 
recor<^er» Video-^, 88, 
Video-, 73, 221 

Teacher, Classroom, 63, 256^ 

Technical employ;*^, 83, "230 

Technic;^! schooK Vocational, 49, :?55--see^ 
alio Academic library in a multiprograin^ 
occuaptional /vocational school and Academic 
library in a single program occupational/ 
vocational school 

Technical services. 96, 239 



Technician 

Library. 83, 230 
Media, ^3. 230 

Television faciTlty, 

87^ 25^ 



Au^U^visual , radio. 



Television receiver, 88, 192 

Telewriter, 88. ^2 

Term 

of appointment, (personnel), 83, 228 
(school )--see Predominant calendar system 

Terminal, Computer, 88, 191 

Territorial control, State or, 51, v.13 

Text-retrieval Full-text retrieval 
^ transaction 

Three-dimensional material, 73, 222 
Time 

Lag, 111, 233'-%ee also Transaction duration 
Person, 111 , i^j^ 

Timeliness, 127, 235 

Title, 71, 74, 114, 115, r5 

Titles added, 114^ li5, 175- 

^'Titles removed, 114. 175 

Topic of bibliography or special catalog, 
1T2, ^9 

Townjhip conttf>bl— see Municipality (including 
toWnSt^ip and citTPcontrol 

Trade list. Publishers and book, 250 
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Trade or profewional organlzatlqn. Specie) 
1 Ibrary in a, 50» 263 

. j^>j/ansact1a« 

K Borrovfing (intcrllbrary ^oan), 113* th)8 
^ Bulk borrowing, 113, 
^ Circulation, 74, 75, 113, 171, 

duration » 111 . .MJ 
Equipmnt circulation, 113, 1S9 
Full-text retrieval, 113, 200 
Group r 111, 112, 205, 307 t 
Lending { Interl ibrary loan), 114, P,OS 
Number of, 111 , 
fef erence ,111, 205 
renewal , 1 1 3» 

Transfer-in, 98, i.^ll 

Transfer-out, 100, U5 

Transparency, Overhead, 73, 

Traveling library, :u^9 

. l^imester, S6, :\>:: ^ 

Tui tion and fees , 98, /.s.? 

Two-year college. Academic library in a, 

49, lt^3 

Typical iiionth, 
Typical week. 

u 

Unboutui periodical, 72, 

Unclass'lfled^^facllity, 87, r.s^ 

Undergraduate student, 61, 121, ith) 

Unexpended balance--see Fund balance 

Union catalog 

National, 117, L'O 

or union list cooperative project. Partici- 
pation In a, 55, ISJ 

Unit, Physical, 71 ,.114, 

Unrestricted revenue, 98, ::5:] 

Upper division, 60, 157 

^ Urban community. Public library in a, ^9, 

Use categories. Room, 86, "5:^ 



User 

division, Public library, 122. :\47 
group, 121 , s?o 
information area, 86, i\s.? 
measures, 234 

Utility, Participation in a bibliographic, 

55, 179 

Utilization (of th? col lection ), ,75 , i:7 

Value, Collection book, 71, i?3 

Verification services. Searching and, 

96, 240 

Vertical file 
definition, I "3 
material , 72, 2l'J 

Video- 
disc, 73, rri 
player, 88, I9:: 
tape,, 73, 

tape recorder, 88, 191 
Viewer 

Filmstrip projector or, 88, 192 
. Slide projector or, 88, 192 

Visually handicapped, 59, 203 

Vocat ional 

school. Academic library in a mul ti -program 
occupational/, 49, /..^ 

school. Academic library in a single pro- 
gram occupational/ , 49, l.^J 

technical school, 49, 

Volume(s ) 

Added, 117, .v?; 
definition, 27i 
equivalency, 71 . 2/1 
reshelved, Noncirculated, 113, 

Volunteer services. Contributed, 84, 99, 104, 

w 

Wages, Salaries and, 99, 

Wet carrel , 87, . ^ 

White, nonhispanic, 59, 81, 

Work envi ronment/ staff morale, 127, 

WorkerS'-see Employment categories (of adult 
population) 



o 

ERIC 



31 o 



-313- 



Y*ar enrollffient. School grade or, ^3, 258 
Year of constructlofi, 86, 166 
Young adult services, '^4? 
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